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Chapte$ellf Rieeslopur ces

***Run the training classdata file # 1. ***

SOFTWARE MANUALS

UAN software manuals contaidetail information on each function, including an overvijew
AHow T ebystep tngrpctions, and fragntly asked questions (FAQ)here are several
ways to access:

1) Need Help?Clicking on the Need HelpButtonon the main menwill open screerspecific
helpful information in the ranual, including stepy-step instructions for adding transactions
in the O6How Tod section of each subject.

=
2) FAQs menu

If you know what subject you are searching for, the FAQ menu is an even faster method to
view instructions than the New Help buttoiihe FAQs menu is available in the lower left
hand corner of the UAN screen. It will list quick links to sections innthaual relevant to

the last area in view. For example, if the Receipts area is open, the FAQ sectaisphaly

links to instructions omn Overview (of receipts), How To Add a Receipt, How to Post/Print

a Receipt, FAQs (related to receipts).

3) Adobe PDF file
The manualcan be viewed& printed, and / or copied to a CD to be view on another
computer.

2%

STEPS TO ACCES®oubleclick on the UAN Toolsicollsdkallo n t he comput er ¢
Desktop. Doubleclick the Version Documentation icon and then dowdbilek the Manual
folder.

4) On the Web
The manual can be viewed, printed, or saved to file from any computer with internet access.

STEPS TO ACCESSOn a computer with internet access, go toudalink webpage:
https://uanlink.ohioauditor.gov/

Click the Training,Accountingthen on the right hand side of the screen select UAN
Accounting Manual
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SCREENCASTS

Screencasts are audio visual tutorials that can be played from within the UAN software.
Examples of screencasts available include purchase orders, payments, receipts and the utilities
associated with these transactions. All screencasts walttessil® from within the software

underthe FAQ menu when the area related to the screencast is in Viesv FAQs menu is

available in the lower left hand corner of the UAN screen. For example, if the Payments area is
open, the FAQ sectionill include alinktt | ed APayment Screencast Tut

TRAINING SOFTWARE

After you log in the new UAN software for the first time, you can use the UAN Training
application (Training Mode).

Training Mode allows you to practice UAN in a software environment usingyaaoyour most
recent entity data without affecting any of the data in the UAN application.

To access the UAN Training application:

1. Click [Quit] to exit the UAN Application.

2. % Doubleclick on the UAN Tools icon on the
0. computerds Desktop.
LN Toals

3. g UAN Training Doubleclick on the UAN Training icon.

Shiarkcuk
2 KB

Message:
Synchronize the training software with the current live UAN data? Click [Yes] or [No].

1 To work with a duplicate of your current live data, click [Yes].
1 To wak with the most recently used training data, click [No].
o0 The most recently used training datey or may nobe the most current live data

depending on your last activity in UAN and in Training mode.

Note: You will not see this message on your first entry into UAN Training, but will every time
thereatfter.
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UAN LINK WEBSITE

Software manuals, training course booklets, communications, and much more can be viewed on
the UAN Link websitéhttps://uanlink.ohioauditor.gov/
A shortcut to this website is built into the UAN softwatkist dick on the Seal of the Auditor of

located in the togeft corner of thevindow and the website will pen.

UAN ONLINE TRAINING RECORDINGS

Recordings of UAN online training courses are available on our website and can be viewed at
your convenience. We have also broken the courses into small, defined sections so you have the
ability to quickly find a watch only the areas you need.

To view the recordings, go to the UAN Link web pagé@ps://uanlink.ohioauditor.go\dnd
click on Training Accounting then Online Trainingessions will be listed ondlscreen These
recordings are best viewed with a higjieed internet connection.

AUDITOR OF STATE WEBSITE

The Ohio Auditor of State web addrasshttps://ohioauditor.govér use the shortcut built into
the UAN software by clicking on the Auditor of State in the top right hand corner of the screen
and the web page will open.

This website is an excellent resourée recommend reviewing all of the menu options on the
webste to become familiar wittvhat isavailable. Below are just a few examples:

i LGOC conference
Currently located under the menusical Governmen¥ Training & Conferences.Then
scroll to thePost Conferenc#aterials section and click the year of thecal Government
Officials Conference. Speaker Handouts from the conference are available to view/print.

For example, recent years include sessions on Fund Accounting, Basic Accoanting,
Chartof Accounts for New Township Fiskc@fficers, Budgetary aw, etc.

T Ohi o Township handbook /I Village Officeros
Currently located under the menu  Resources Y Publications &
Manuals section. Ohio Township Handbook note Appendix Il: Township Accounting
Manualand Vil age Of f i c & noteGhaptesb niform Sylstem of Accounting

1 Ohio Compliance Sypplemental Manuals, Best PracticesTechnical Bulletins, etc.
Currently | ocated wunder t he menusliheseResour c
available in searché#ddocuments.
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ChapteKFi 2st Day on the Job

GETTING LOGGED INTO UAN

SEND UAN YOUR INFORMATION

Please provide a letter, on entity letterhead, signed by the Township Trustees or Village Mayor

to provide the Uniform Accounting Network your complete information as follows: Name, date
you took (or will take) office, mailing address, shipping addretepltene numbers, and email
address. If you require assistance to access the UAN software, please also include a sentence in
the letter requesting UAN Support contact the new fiscal officer to provide assistance accessing
the current UAN software, Prior de UAN software and, if used, the Cemetery software.

Accurate contact information of the new fiscal officer is important because UAN mails
approximately three to four software update discs per year and sends email communications
providing training oppdunities and other vital information throughout the year. Further, if the
UAN profile is not updated with the new fiscal officer, we cannot provide software assistance
until we receive this documentation.

Choose one of the two methods below to send treediletter to UANsupport
a Fax the signed letter to UAN support: (877) -0088.

a Scan the signed letter, attach it to an email and send it to:
UAN_ Support@ohioauditor.gov

Did the prior fiscal officeiset you up as a user on the Uayster?
1 If you are already setup as a user on the UAN systemtcsiip step laded How to
Login to UAN for the First Time. If you have alreddggedinto the UAN system, skip to
the step labeled How to Update the Entity Information.
1 If you are not already setup as a user on the UAN system, call the UAN Support line at
(800) 8338261 after sending the above letter.

HOW TO ADD YOURSELF AS A USER

A user is a person who has been granted access to the UAN system. Only users assigned to the
Administrator role (usually the fiscal officer) can add and maintain users. An administrative user
can add, edit, activate, deactivate, and delete other ubtamtenance includes the ability to

edit, activate/deactivate, delete users and reset passwords.

STEPS TO ACCESS
General YMaintenance YUsers

Version 2016 Revised 3/2016 Page4


mailto:UAN_Support@ohioauditor.gov

UAN Introduction Training: New Fiscal Officer - Accounting Module

Action or Field Name: | Data Entry:
User Name: Enter aunique User Name
Role: Administrator

Click onthe Save button.

HOW TO LOGIN FOR THE FIRST TIME

DoubleclicktheUANsoftwareicor@f rom the Windowbds Desktop 1t
form:

User Legin | 23 |
MNew user /fiscal officer?
User Name:
Password:
_ oK || Cancel
t
Enter the following:
Field Name: Data Entry:
User Name Enter the User Name you

entered above or wagven to
you by the previous fiscal
officer

Password uan

Click on the Ok button.

IMPORTANT : User names will be deactivated aftiee (5) failed logins Only UAN Support

can reactivate an inactive user upon receidngigned written requestom the fiscal officer.

An exception to this is if there is second user with an administrative role who can sign in
successfully. Roles will be explained later in this course.
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HOW TO CHANGE THE PASSWORD

Field Name: Data Entry:

User Name: Will default

Current Password: uan

New Password: Enter a new password
Verify Password: Reenter the new password

Click on the Save button.

UPDATING UAN WITH NEW FISCAL OFFICER INFORMATION

HOW TO UPDATE THE ENTITY INFORMATION

The entity setup area enables defaults to be set for various options used throughout the UAN
software. For example, modules can be activated or deactivated, the UAN backup can be set to
be required at an interval of a set number of days (not to excedady/8)) and the expiration date

on blanket certificates can be defaulted to pull in a preset date (the date can still be modified
upon adding the blanket certificate to the batch if needEdg. settings in the entity setup area

apply to all users. Only users assigned to the Administrator role (usually the fiscal officer) can
access entity setup.

STEPS TO ACCESS

GeneralA Maintenancey Entity Setup

Action or Field Name: Data Entry:

UAN Entity ID: Note this number you will need it when
you call UAN Support

Ohio Tax ID: Note this number you will need it when
you correspond with Ohio Department of
Taxation

Federal Tax ID: Note this number you will need it when
you correspond with the IRS

Address: Enter your information

City: Enter your mformation

State: Enter your information

Zip: Enter your information

Phone: Enter your information

Fax: Enter your information

Email: Enter your information
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Name: Enter your information

Assistant 1: Enter your information

Assistant 2: Enter yourinformation

System Tab: Review the information on this tab
Modules Tab: Review the information on this tab
Requisitions Tab: Review the information on this tab
Purchase Orders Tab: Review the information on this tab
Payments Tab: Review thenformation on this tal if

signatures are being used you widled to
turn that functioroff until you can update

the setup.
Receipts Tab: Review the information on this tab
Forms Tab: Review the information on this tab
Wages Tab: Review thenformation on this tab

Click on the Save button.

HOW TO DISABLE THE PREVIOUS FISCAL OFFICER

STEPS TO ACCESS

General YMaintenance VYUsers

Select the checkbox next to previous fiszdl f | usex mame and cliadn the Deactivate
button.

LOCATE AND REVIEW MARCH MEETING MINUTES

It is important as thaewfiscal officer that you know what is going on in your local government.
One way to gain insight is to review the March meeting minutes.

REVIEW LAST AUDIT

It is also importahto gain and understanding of the financial health and stability of your local
government. Reviewing your last audit gives you an outsa@rsonon what is being done
correctly and what can be improved on. Two important pages to review are thgdipdge

and any management letters. A copy of the audit can be found on the Auditor of State website
however it will not include any management letters because they are not a public document.
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REPORTS i1 KEY SOFTWARE CONCEPTS

REPORT OPTIONS

Report drop-down menu
Click to display a list of all reports available for the report group selected.

Selection List
This contains the items available for the report. For example, on the Fund reports the selection
list contains the funds that you can chooseterreport.

Year drop-down menu
The year drop down controls the processing year of the report. This is how you access the prior
year data in the new software for prior years starting with first year of conversion.

Date

If available, this controls the tperiod of the report. Depending on the type of report, it will
enable & Month,% Quarter32Year , and an AAs of xx/ xx/ 20xx0
Paper tab

This controls the size (letter or legal) and orientation (portrait or landscape) of the report.

Filters tab

The controls in this limit the information available in the selection list. For example, in the
Vendor/Payee Payment Register you can filter by a type, ascRayrollWithholdings or
Accounting Purchases & Payments.

Sorting tab

This controls te order the information displayed in the report. For example, in the
Appropriation Ledger you can soabyibgcdAotoonod
then post date. o

Departments
This will be available in the future when departmentalizagamabled.

Options tab
The controls in this section allow for special formatting on the selected report. For example, on
the Appropriation Status you cah Include batch items and Start each fund on a new page.

MEDIA OPTIONS

Most reports can bereatedin three media formats paper, display to screen, or Adobe PDF.
Some report groups have the additional optiocréate arkxcel file.
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To createa report first mark theX checkbox next to each item on the list that you want to
includeand tken click one of the four buttons listed below.

[Print]
Prints a paper copy of the report.

[Display]
Displays a copy of the report in a separate window. The Display window also includes an option
to print a paper copy.

[Save PDR
This option will sae the report in Adobe PDF format to a file directory of your choice. The
default directory is G: UAN_Efiles.

[Export]

This exports the data to a Microsoft Excel file which will be saved to a file directory of your
choice. The default directory is:\CUAN_Efiles. When the [Export] button is gray, then the
feature is not currently available for the report type selected.

WHAT IS YOUR ENTITY 6 SASH BALANCES?

BANK CASH BALANCES

Just like your home finances the money for the local government can be kept in different

accounts at the bank. It is important to know the details and balances of each account. The

UAN system requires a primary checking account to be established. ifftagypchecking

account on the UAN system would represent the entities main checking account at the bank. The
UAN system also allows for secondary checking accounts and investments to beRétiihe

following Checking and Investment reports to sémtbank accounts are setup in the UAN

system and compare them to bank statements from the bank. The amounts on the statements and
in the system may not be tkamewe are only trying to confirm that all bank accounts at the

bank are setup on the UAN $gm.

‘ PRINT CHECKING ACCOUNT DETAIL

STEPS TO ACCESS
Accounting YReports & Statements YChecking Ac

Action or Field Name: Data Entry:

Report Drop Down Menu Checking Account Detail
Year Drop Down Menu 2016

Date Year

Paper Tab Leave as defaulted
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Filters Tab Leave as defaulted
Sorting Tab Leave as defaulted
Option Tab Leave as defaulted
Department Tab Leave as defaulted

Select all items in the grid.
Click on the Print button

‘ PRINT INVESTMENT DETAIL

STEPS TO ACCESS

Accounting YReports

& Statement s

Yl nvest ment

Action or Field Name: Data Entry:

Report Drop Down Menu: Investment Detail
Year Drop Down Menu: 2016

Date: Year

Paper Tab: Leave as defaulted
Filters Tab: Leave as defaulted
Sorting Tab: Leave as defaulted
Option Tab: Leave as defaulted

Department Tab:

Leave as defaulted

Select all items in the grid.
Click on the Print button

FUND CASH BALANCES

Local Governments also use funds to separate their moejund is a seHcontained, seilf
balancing accounting component used to track revenue and expenditures. Funds separate
government money according to legal or purpose restrictions. It is important to know what funds

you have and their cash balances.

| PRINT FUND STATUS

STEPS TO ACCESS

Accounting YRepoFundsRe®rtsSt at ement s

§

Action or Field Name: Data Entry:
Report Drop Down Menu: Fund Status
Year Drop Down Menu: 2016

Version 2016 Revised 3/2016
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Date: As of: Current Date
Paper Tab: Leave as defaulted
Filters Tab: Leave as defaulted
Sorting Tab: Leave as defaulted
Option Tab: Leave as defaulted
Department Tab: Leave as defaulted

Select all items in the grid.
Click on the Print button.

‘ PRINT FUND ACTIVITY

STEPS TO ACCESS
Accounting SYRdparetnd s& YFund Reports

Action or Field Name: Data Entry:

Report Drop Down Menu: Fund Activity

Year Drop Down Menu: 2016

Date: Year

Paper Tab: Leave as defaulted
Filters Tab: Leave as defaulted
Sorting Tab: Leave as defaulted
Option Tab: Leave aglefaulted
Department Tab: Leave as defaulted

Select all items in the grid.
Click on the Print button.
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WHAT ARE REVENUE ACCOUNTS AND WHICH ONES DO WE

USE?

Revenue accounts are used to classify reverRegenue account numbepggin with a fund
numberand have a three digit revenue code that establishes the revenue report group and the

specific type of revenue.

Revenue accounts vary by government type: Township, Village, Library, and Special Districts.
For this course we will be using Townghevenue accounts to establish the basic principles.

Fund Number

Revenue Code

Cost Center

XXXX

XXX

XXXX

This funds cash balance will
increase when a receipt is
posted.

This specifies what kind of
revenue it is and where to
report it on the Annual
Finarcial Reports

Defaults to 0000 but can be
modified to track entity uniqu
items such as different library
branches

‘ PRINT REVENUE CHARTOF ACCOUNTS

STEPS TO ACCESS

Accounting

YReports

& Statement s

YRevenue

Action or Field Name:

Data Entry:

Report Drop Down Menu:

Revenue Chart of Accounts

Year Drop Down Menu:

2016

Date: Year

Paper Tab: Leave as defaulted
Filters Tab: Leave as defaulted
Sorting Tab: Leave as defaulted
Option Tab: Leave as defaulted

Department Tab:

Leave as defaulted

Select all items in the grid.
Click on the Print button

WHAT ARE APPROPRIATION ACCOUNTS AND WHICH ONES

DO WE USE?

Appropriation accounts are used to classify expenditures. Appropriation account nbeters

with a fund number, have a three digitogram Code (describing a service area provided by the

government), and a three digit Object Code (describing the purpose of the expenditure).
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Appropriation accounts vary by government type: Township, Village, Library, and Special
Districts. For this cotse we will be using Township appropriation accounts to establish the basic
principles.

Fund Number Program Code Object Code Cost Center
XXXX XXX XXX XXXX
This funds cash Program codes Object codes Defaults to 0000 but
balance will decrease| represent a service | represent the purposg can be modified to
when a paymentis | area provided by the | of the payment. track entity unique
posted. government and items such as differer
where to report it on library branches
the Annual Financial
Reports.

‘ PRINT APPROPRIATION CHARTOF ACCOUNTS

STEPS TO ACCESS
Accounting YReports & Statements YAppropriat.i

Action or Field Name Data Entry:

Report Drop Down Menu: Appropriation Chart of Accounts
Year Drop Down Menu: 2016

Date: Year

Paper Tab: Leave as defaulted

Filters Tab: Leave as defaulted

Sorting Tab: Leave as defaulted

Option Tab: Leave as defaulted

Department Tab: Leave as defaulted

Select all items in thgrid.
Click on the Print button
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WHEN WAS THE LAST TIME THE SYSTEM WAS RECONCILED?

It is important to post your bank reconciliation as soon as you receive the bank statements from
the bank. This is the best way you have to make sure things are being done properly in your

system and see tli@ancialshape or your enyit

‘ PRINT BANK RECONCILIATION

STEPS TOACCESS

Reconc

Accounting YReports & Statements YBank
Action or Field Name: Data Entry:
Report Drop Down Menu: BankReconciliationReport
Year Drop Down Menu: 2016

201571 If none existfor 2016.

Date: Year

Paper Tab: Leave as defaulted
Filters Tab: Leave as defaulted
Sorting Tab: Leave as defaulted
Option Tab: Leave as defaulted
Department Tab: Leave as defaulted

Select the last bank reconciliation completed in the system.

Click on thePrint button.

‘REVIEW THE BANK RECONCILIATION REPOR

On the first page of the report there are two lifeseledOther Adjusting~actors doeither of
theselines have an amount in it# yes then is that amount described in the Rediation Notes

in the middle of the page?

1 If an Other Adjusting Factor exists that was not described in the Reconciliation
Notes then that amount will need to be carried forward each month as an Other
Adjusting Factor until it can be researched anceti. Do not let your reconciliations
fall behind searching for mistakes made by the prior fiscal officer. You may find that
you need to get outside help to resolve this situation

1 If an Other Adjusting Factor exists that was described in the Reconailisiotes,
you will need to determine if the item has been fixed in the next month. The item will
continue to be an issue on the bank reconciliation until a correction is made.
Corrections should be posted no later than the next month.
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On the first pag®f the report is there an amount in the Deposit In Transit line item? If there is
areceipt listed there it should appear on your nexd n t bank geconciliation.
1 If it appears on the nexh o n tbhAn& seconciliation it would be cleared and the issue
would resolve itself.
1 If the receipt does not appear on the nexd n t bank seconciliation you will need
to research to find out if the receipt was posted in error, posted multiple times or if
thedeposit was lost before it made it to the bank.

On the first page of the report is there an amount in the Outstanding Adjustments line item? If
thereis an amount listed there it should be cleared on your next bank reconciliation.
1 If clearing theg adjustments cause you to be out of balance you will needdarch
why the adjustments were posted to determine if they were necessary

Was the last bank reconciliation posted Febru2@y 6?
1 If the February bank reconciliation was posted in ysystem, then you will need to
post the March reconciliation as soon as you receive the bank statements.
1 If Februarywas not the last bank reconciliation posted you will need to locate the
bank statements and post a bank reconciliation for each missinip.mbirections
for posting a bank reconciliation can be found in Chapter 4.
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Chaptelrm@Bor CampgutSec urRetmy nder s

BACKING UP THE UAN SYSTEM

UANBackup enables the user to store the | ocal
that it can be made available on a replacement computer in the event the information is lost or
cannot be used. For example, if a fire destroyed the UAN compliéetatest backup could

quickly and easily be restored to another computer with assistance from UAN technical support.

Required every 30 days Performing a backup of UAN data to external media is required at
least every 30 days and before advancingeat end. A user can log in to the software after the
expiration date, but a backup will need to be performed before the software will permit any
posting activity such as a transaction or a utility function.

Recommendations:
1 Frequently perform backupsot just the minimum 30 days.
91 Develop and maintain a rotation schedule for your backup media.

Performing a UAN Backup will ONLY backup UAN software data:

The UAN Backup option only backs up the data in the UAN software and does not backup the
contents 6 any other software or files on the computer. Thecuments Backupis also
available to make a separate backup of the contents of the Documents directory, but while this is
encouraged, it is not required.

When using a flash drive, if you only haveeoflash drive plugged into the computer, clicking
Browse will bring up the default drive that the flash drive is plugged into. If you have more than
one flash drive inserted into USB ports, click Browse to display the drives and select one.

HOW TO PERFORM A UAN BACKUP

STEPS TO ACCESS
General YMaintenance YBackups YUAN Backup

HOW TO PERFORM A BAKUP

1 Backup File: Name the backup fileChanging the UAN Backup name is optional.
1 Destination:

o CD or DVD: This is the default option unless another backup option has been used in
the past.

o Flash or USB Drive: USB drives can be small pocket sized flash drives, or the larger
external drives that require a USB cable and power adaptor.
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o Network Drive or Other This option gives you the ability to store your backup on
any drive that is accessible to your computer over a network or any non USB external
hard drive.

1 SQL Server (Advanced):Used when installed on a network server. If your UAN software
is not installed on a network server,tHee ave t he O6Use defaul't us e |
marked (filled in)

o Recommendation: If the UAN software resides on a SQL server, consult with your
network administrator for proper policies and procedbedere proceeding.
0
[Start] : Clicking the [Start] button will begin the backup process.

CLASSDEMONSTRATION

Demonstratea UAN Backup

KEEPING YOUR ANTI-VIRUS SOFTWARE UP TO DATE

If you are using a high speed internet connection that is always on, the Program will
automatically download the latest antivirus updates. To manually update the software,
use the following instructions:

HOW TO UPDATE THE ANTI-VIRUS SOFTWARE

_ (01) Click onthe Symantec Endpoint Protection icon pictured below. It will be located on
the bottom right portion of the screen by the time. This will open the Program.

U

_ (02) Click[LiveUpdate] on the left side of the Symantec Endpoint Protection window.
The progam will the automatically download and install the latest updates.
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ChapdeKk rBdntSur viGualde

WHAT IS A BANK RECONCILIATION?

A bank reconciliationis a process of verifying UAN account balances against actual bank
account balances on a specified datebafk reconciliationn the UAN software reconciles the
overall UAN system balance with the overall bank balance. Bank accounts do not have to be
reconciled individually, but their expected balances are calculated and displayed for comparison
purposes. A bank reconciliation should be posted at the end of each month after bank statements
have been received.

HOW TO POST A BANK RECONCILIATION

STEPS TO ACCESS
Accounting YTransactions YBank Reconciliation

HOW TO ADD AND POSTPRINT A BANK RECONCLIATION

Step 1:  Click on theAdd button.

Step 2: The system will display a reminder message stating that after posting a bank
reconciliation, new cash r ansacti ons must be dated af
posted bank reconciliation. Click on t& button to proceed.

Step 3:  Select theAs of Datefor the bank reconciliation that is to be added.

Step 4: Click on theOK button. (SelectingCancelwill return to the Bank Reconciliation
screen.)

Step 5: The system automatically defaults to tBank Statementstab. Under the Bank
Balance column, enter thending balancesfor each of the listed checking and
investment accounts. The ending balance dach account should come from
corresponding bank statement for. (Thhee sel e
ending balance for each account can be entered by clicking on the bank balance field
and typing in the amourusedto proteeccdownkhe lise r 6 Kk
of accounts once the first amount is entered.)

At the bottom of the Bank Statements screen, the éoi@red bank balances will

be displayed.

Step 6:  Click on thePrimary i Receiptstab and follow the subteps below:

Step6a: Select the receipts to lmbeared on the bank reconciliation by looking at
the receipts that are listed on the primary checking account bank statement
for the selected O0As ofd bank reconc
system, click onthe eei pt 6s checkbox | ocated t
type. Checkmarks will appear in the checkboxes that have been selected
to be cleared in the systenfTo unselect a checkbox, simply click on the
box to remove the checkmark.)
A 0 s e | e checkbaxlisl available at the very top of the checkbox
column. To select all of the receipts, click onthe el e ct all & c¢ch
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Checkmarks will appear in all of the receipt checkboxéEo unselect all
of the receipt checkboxXed,0xsitmpIry molv
checkmark.)
At the bottom of the Primary Receiptsscreen, the totahumber of
cleared receipts the totalamount of cleared receiptsand the total
amount of deposits in transitwill be displayed. (Please note: If a
currentyearre ei pt was voided after the cur
of &8 dat e, the receipt amount will au
of deposits in transit.)

Step 6b: If fund balance adjustments have been posted for prior year receipts in the
Fund BalanceéAdjustment Utility, the prior year receipts can be marked
O/ o i ly élicking on the checkbox under the Void column located to the
right of the receipt amount. A checkmark will appear in the void
checkbox for the receipt.

Step 7:  Click on thePrimary i Paymentstab and follow the subteps below:

Step 7a: Select the payments to bkearedon the bank reconciliation by looking at
the payments that are listed on the primary checking account bank
stat ement for the selectedoce#a of O
payment in the system, click on the
of the payment type. Checkmarks will appear in the checkboxes that have
been selected to be cleared in the systého. unselect a checkbox, simply
click on the box toeamove the checkmark.)
A 6 s el e checkbexlisl available at the very top of the checkbox

column. To select all of the payments, click ondhe e |l ect a.l | 6 <ch
Checkmarks will appear in all of the payment checkbox€Bo unselect
all of the py me n t checkboxes, simply <click

remove the checkmark.)
At the bottom of the Primary Paymentsscreen, the totahumber of
cleared payments the totalamount of cleared paymentsand the total
amount of outstanding paymentswill be displayed.(Please note: If a
current year payment was voided afte
of 8 date, the payment amount wil/l au
of outstanding payments.)
Step 7b: If fund balance adjustments have be@rsted for prior year payments in
the Fund Balance Adjustment Utility, the prior year payments can be
mar k¥ di bgdclicking on the checkbox under the Void column
located to the right of the payment amount. A checkmark will appear in
the void checkbofor the payment.
Step 8: Click on thePrimary i Adjustments tab. Select the adjustments to teared on
the bank reconciliation. To clear an adjustment in the system, click on the
adjustment s checkbox | ocated makswilhe | ef
appear in the checkboxes that have been selected to be cleared in the gystem.
unselect a checkbox, simply click on the box to remove the checkmark.)
A 6 s e | e checkbaxlisladailable at the very top of the checkbox column. To
select all of the adjustments, click on thes e | e c t a.l Chécknratkewvallk b o x
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appear in all of the adjustment checkboxeqTo unselect all of the adjustment
checkboxes, sismplegtchi tkb boxthe oemove
At the bottom of the Primary Adjustments screen, the totalmber of cleared
adjustment items the totalamount of cleared adjustment items and the total
amount of outstandingadjustment itemswill be displayed.

Click on theSecondaries & Investmentsab and follow the subteps below:

Step 9a:

Step 9b:

Select the transactions to bleared on the bank reconciliation by looking
at the transactions that are listed on the secondary and investment account

banksth e ment s f or the selected O6As of 6

t

a transaction in the system, click

the left of the transaction type. Checkmarks will appear in the checkboxes
that have been selected to be daeéain the system.(To unselect a
checkbox, simply click on the box to remove the checkmark.)

A 0 s e | e checkbeaxlisl aailable at the very top of the checkbox

column. To select all of the transactions, click on the el e ct al
checkbox Checkmark will appear in all of the transaction checkboxes.
(To unselect all of the transaction

all 8 box to remove the checkmark.)
At the bottom of the Secondaries & Investments screen, theatotalnt

of deposits in transit, the totalamount of outstanding paymentsand the

total amount of outstanding adjustment items will be displayed.
(Please note: If a current year transaction was voided after the current
bank reconciliation 0As Ilcatitdnatcaly e ,
be pulled into the amount of deposits in transit and/or the amount of
outstanding payments depending on the transaction type.)

If fund balance adjustments have been posted for prior year transactions in
the Fund Balance Adjustmettility, the prior year transactions can be
mar k¥ di bgdclicking on the checkbox under the Void column
located to the right of the transaction amount. A checkmark will appear in
the void checkbox for the transaction.

Click on theBalance @mparisonstab. Compare the UAN calculated bank account
balances to the entered bank account balances from all of the actual bank account
statements. Determine if there are any discrepancies. Please note: Individual
account balances my not reconcildhiére ae Other Adjusting Factors (OAl-that

pertain to the account.

Click on theOther Adjusting Factors tab and follow the subteps below:

Step 11a:

Step 11b:

If there are any receipts that cleared the bank and appear on the bank

t

statement but weren o t posted i n t he system

reconciliation dateenter the total amount of the receipts in Rexeipts

not in UAN field under the UANBalance Adjustments data entry area.
Use theNotesfield to the right of the amount to document theparfing

details of the other adjusting factor.

If there are any payments that cleared the bank and appear on the bank
statement but wer e not posted i n
reconciliation date enter the total amount of the payments tire
Payments not in UANfield under the UANBalance Adjustments data
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entry area. Use thidotesfield to the right of the amount to document the
supporting details of the other adjusting factor.

Step 11c: If there are bank errors that occurred by the jawdting receipts for too
little (underposting) or posting payments for too much (epesting)
enter the total amount of the bank errors in Bredflating bank errors
field under the Bank Balance Adjustments data entry area. Udéothe
field to the rght of the amount to document the supporting details of the
other adjusting factor.

Step 11d: If there are bank errors that occurred by the bank posting receipts for too
much (ovefposting) or posting payments for too little (ungesting)
enter the ttal amount of the bank errors in tidlating bank errors field
under the Bank Balance Adjustments data entry area. U$¢otbsfield
to the right of the amount to document the supporting details of the other
adjusting factor.

Step 1le: If there are atstanding payments issued prior to converting to the UAN
system enter the total amount of the payments in Bre-conversion
paymentsfield under the Bank Balance Adjustments data entry area. Use
the Notes field to the right of the amount to document thupporting
details of the other adjusting factor.

Step 12: Click on theReconciliation & Post tab. The system pulls all of the key data from the
other bank reconciliation tabs into the Reconciliation & Post tab to reconcile the
Bank Balancesand theUAN Balance See the subteps below to determine if the
balances are reconciled or not reconciled:

Step 12a: If the balances are reconcilesl green circle icon with a checkmark inside
wi || appear al onBa lwaintche st haer .e mleesescaognec i
PostPrint button will also be enabled so that the bank reconciliation can
be posted in the system.

Step 12b: If the balances are notreconciled a red circle icon wit
appear al ong wBatlhantclees rme s aNg@e or e c on
Pog/Print button will be disabled and unavailable until the balances are
reconciled.

Step 13: Click on theSavebutton to save the bank reconciliatiohhe bank reconciliation can
be saved even if the balances are not reconci(&electingCloseon this $ep will
prompt the system to display Yaswihsti sage ¢
save the bank reconciliation. Selectidg will exit without saving. Selectingancel
will return to the Add Bank Reconciliation form.)

Step 14: If the balancesre not reconciled and/or the bank reconciliation has to be completed
later time click on theClose button to exit the Add Bank Reconciliation form after
the bank reconciliation has been sav€the system displays a message in the bottom
left corner ofthe Add Bank Reconciliation form to confirm the bank reconciliation
has been saved.)

Reminder  The Bank Reconciliation Worksheet option is where a worksheet can be printed
for a bank reconciliation that is in process (recorded and saved, but not posted).
This worksheet can be used to help reconcile the checking account.  The
worksheet is located under Accountidy Reports & Statementg] Bank
Reconciliation Reports.
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Step 15: If the balances are reconciled and the bank reconciliation is ready to be godted

printed click on theReconciliation & Posttab and follow the subteps below:

Step 15a: Click on thePost/Print button.

Step 15b: The system displays a Print box. Click on @€ button to print the bank
reconciliation. (SelectingCancelwill return to the Bank Reconciliation
screen without printing the bank reconciliation report. Please note: The
bank reconciliation will still be posted.)

Reminder The O0OAs ofd6 date for the bank reconcil.
Add Bank Recorl@tion form opens.

Reminder: It does not matter what order the bank reconciliation tabs are completed when
adding a bank reconciliation.

Reminder  The Save button on the Add Bank Reconciliation fimasnot have to be selected
until all changes have beemade to each of the chosen areas of the Add Bank
Reconciliation form (i.e. Changes can be made on the Bank Statements tab as
well as the Primary Payments tab before the Save button would need selected to
save the changes in both areas.)

Reminder:  Otheradjusting factors that require corrections and/or adjustments to be posted
in the system should have those corrections and/or adjustments posted prior to the
next monthdés bank reconciliation. Thes
the system. Spply entering them as other adjusting factors on the bank
reconciliation does not automatically post the corrections and/or adjustments in
the system.

INSTRUCTOR DEMONSTRAION
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CHECKING ACCOUNTSTATEMENT EXAMPLE:

Buckeye Township

121725 Democracy Way

Buckeye, OH 44444

Interest bearinghecking Account 0123456

Statement Activity from: Beginning Balance $209,973.69

March 1, 2016 March 31, 2016 Credits (+) 38,014.87
Debits €) 73,513.64
Fees) 0.00
Ending Balance $174,474.92

Deposit/CreditActivity (+)

3/01 Deposit 800.00 3/02 Deposit 8,414.00

3/08 Deposit 350.00 3/21 State of Ohio 20,897.21

3/28 Deposit 7,142.00 3/31 StarOhio 262.12

3/31 Interest 357146 3/31 Interest 1511931 14.30

3/31

Interest Checking

122.45

Check Activity(-) (In check numbered order) *indicates next warrant nunskgped

CK#
3513*
3546*
3551*
3553*
3555
3556
3557
3558
3559*
3561

Version 2016 Revised 3/2016

Date Paid
3/07
3/07
3/08
3/07
3/04
3/04
3/04
3/06
3/14
3/07

Amount

31.97
31.97
1,791.40
31.97
1,423.72
1,138.85
1,088.99
17,000.00
425.00
107.00

CK # Date Paid

3562 3/07
3563 3/08
3564 3/08
3565 3/07
3566 3/07
3567 3/09
3568 3/07
3569 3/04
3570 3/22
3571 3/09

Amount

125.00
179.87
299.87
190.00
375.00
261.25
606.19
10,891.88
765.00
652.44
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Electronic Payment Activity-{

Date Paid Amount
3/04 188.87
3/04 634.96
3/04 100.00
3/04 2,770.02
3/04 125.54
3/11 6,403.72

Version 2016 Revised 3/2016

Date Paid
3/11
3/11
3/25
3/28
3/28

Amount

3,668.50
3,295.42
$6,492.68
11,895.56
521.00
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INVESTMENT STATEMENT EXAMPLE 1:

Buckeye Township
121725 Democracy Way
Buckeye, OH 44444

StarOhio Account101371973

Statement Activity from: Beginning Balance $575,000.00

March 1, 2016 March 31, 2016 Credts (+) 0.00
Debits €) 0.00
Fees) 0.00
Ending Balance $575,000.00

Interest earned during statement period

3/31  Paid to checking 0123456  $262.12

INVESTMENT STATEMENT EXAMPLE 2:

Buckeye Township

121725 Democracy Way

Buckeye, OH 44444

Certificate of Deposit Account 1511931

Statement Activity from: Beginning Balance $25,000.00

March 1, 2016 March 31, 2016 Credits (+) 0.00
Debits €) 0.00
Fees) 0.00
Ending Balance $25,000.00

Interest earned during statement period

3/31 Paid to checking0123456
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INVESTMENT STATEMENT EXAMPLE 3:

Buckeye Township
121725 Democracy Way
Buckeye, OH 44444

Certificate of Deposit

Account 1234015

Statement Activity from: Beginning Balance $3,500.00

March 1, 2016 March 31, 2016 Credits (+) 0.00
Debits €) 0.00
Fees) 0.00
Ending Balance $3,500.00

Interest earned during statement period

No interest earned

*Interest paid upon maturity

INVESTMENT STATEMENT EXAMPLE 4.

Buckeye Township

121725 Democracy Way

Buckeye, OH44444

Certificate of Deposit Account 357146

Statement Activity from: Beginning Balance $13,000.00

January 1, 2016 March 31, 2016 Credits (+) 0.00
Debits €) 0.00
Fees) 0.00
Ending Balance $13,000.00

Interest earned during statement period

3/31 Paid to checking0123456 12.79
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INVESTMENT STATEMENT EXAMPLE 5:

Buckeye Township
121725 Democracy Way
Buckeye, OH 44444

Money Market Checking Account115801

Statement Activity from: Beginning Balance $407,214.61

March 1, 2016 March 31,2016 Credits (+) 139.97
Debits €) 0.00
Fees) 0.00
Ending Balance $407,354.58

Interest earned during statement period

3/31 Interest 139.97

INVESTMENT STATEMENT EXAMPLE 6:

Buckeye Township

121725 Democracy Way

Buckeye, OH 44444

No-InterestChecking Account115801

Statement Activity from: Beginning Balance $18,000.00

March 1, 2016 March 31, 2016 Credits (+) 0.00
Debits €) 0.00
Fees) 0.00
Ending Balance $18,000.00

No activity to report
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WHAT IS THE BUDGETARY PROCESS?

Run training classdata file #2

Everything runs smoother if there is gplanning involved.Governmental accounting has a
budgetaryprocess that is required by law. It is not optional. There are many steps involved in
this process:

1. In July mostcounties require a budget to be created and filed with the county auditor for the
next year. If you live in a county that does not require a budget to bewiestill
recommend you complete a budget. This is the only way you will know the finartaied fu
of your entity. Counties that no longer require the filing of a tax budget have separate
procedures for the Official Certificate. Contact your county auditor to find out the
procedures you must follow.

2. After the entity meets the filing requiremestsur county auditor will send the entity an
Official Certificate.

3. The entity will use the Official Certificate tonit the amounbf temporaryappropriations
that the governing board adopts to take affect January 1st

4. In late December or early JanuaeyenuebudgetgOfficial Certificate Taxes and Other
Sourcespndtemporaryappropriation budgets are entered into the UAN system.

5. After your books have been closed for the prior year and your fund balances have been
finalized you will file a year end lence certificate with the county auditor.

6. The county auditor will then issue the entity an amended certificate.

7. After receiving the amended certificatvenue budget (Amended Certificate Taxes and
Other Sources) amounts should be reviewed and updated.

8. On or before April I'the governing boarshould use the new certificatelimit the amount
of permanent appropriatiotisey adopt for the full year

9. Permanentppropriationsnust beentered into the UAN systebefore any payments can be
posted in Apii.

10.1n May or early June your entity should stemeating your budget for 2017 that will be filed
with your county auditor in July. The UAN software has a budget module thassidityou
in creating the July budgeflraining will be offered at LGOCral there are videos online.

11.Throughout the year you will need to monitor revenue and appropriaiggets. Verify
actual amount received and spent are matching up with the budgetary amounts.

WHERE DO YOU NEED TO START IN THE BUDGETARY PROCESS?

HAVE THE PERMANENT APPROPRIATIONS BEEN NTERED IN UAN?

STEPS TO ACCESS

Accounting YMaintenance YAppropriation Budget

Does the last field in the grid say Permanent or Temporary?
1 Ifit says Permanenskip to the stefabeledVerify Revenue Budgets Entered In UAN.

Version 2016 Revised 3/2016 Page28



UAN Introduction Training: New Fiscal Officer - Accounting Module

1 Ifit says Temporarycontinue withthenext step listed below.

‘DID YOUR ENTITY PASSPERMANENT APPROPRIATON LEGISLATION?

Review your 2016 minutes to determing [fermanenappropriation legislatiorhasbeen
passed.
1 If you find permanerdppropriation legislationskip to the stefabeledVerify Revenue
Budgets Entered In UAN.

1 If you do not find permaneappropriation legislationcontinue with the next step listed
below.

CLASS EXAMPLE

The example we are using in class is on the A@sges.
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ANNUAL APPROPRIATION RESOLUTION
Resolution 2016001 Medlopt8 2016

TheBoard of Trusteesf BuckeyeTownship in Franklin County

Ohio met in Regular session on tH&day of February, 2016, at the Buckeye Township Town
Hall with the following members present. Carey Trusty, Larry Trusty, and Sherry Trusty. Carey
Trusty moved the adoption of the follang Resolution:

BE IT RESOLVEptheBoard of Trusteesf Buckeye Townshipin Franklin County that to
provide for the current expenses and other expenditures of said Board of Trustees, during the
fiscal year, endin@ecember 31, 2016he following sms be and the same are hereby set

aside andappropriatedfor the several purposes for which expenditures are to be made for and
during said fiscal year, as follows, viz:

Larry Trusty seconded thHeesolutionand the roll being called upon its adoptioretrote
resulted as follows: Carey Trusty, aye; Larry Trusty, aye; and Sherry Trusty, aye. Appropriations
are presented by Fundrogram and Object group

Object Program
Fund Group Total
General Fund
Administrative- Salaries $70,000.00
Administrative- Other $158,360.00
Total Administrative $228,360.00
Townhalls, Memorial Buildings and Grounds $25,000.00
Salaries
Townhalls, Memorial Buildings and Grounés $41,850.00
Other
Total Townhalls, Memorial Buildings and Grounds $66,850.00
Zoning- Salaries $6,750.00
Zoning- Other $7,600.00
Total Zoning $14,350.00
Capital Outlay Other $250,000.00 $250,000.00
Transfers Out $150,000.00 $150,000.00
Contingencies $21,300.00 $21,300.00
Other- Other Financing Uses $1,500.00 $1,500.00
Total General Fund $732,360.00
Gasoline Tax Fund
Highways- Salaries $83,900.00
Highways- Other $163,457.39
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| Total Gasoline Tax Fund | $247,357.39
Road & Bridge Fund
Highways- Other $12,302.04
Total Road & Bridge Fund $12,302.04
Object
Fund Group Program Total
Cemetery Levy Fund
Cemeteries Salaries $81,000.0
Cemeteries Other $74,168.8
Total Cemeteries $155,168.8
Capital Outlay Other $20,000.0 $20,000.0
Note Principal PaymentOther $10,000.0 $10,000.0
Interest- Other $2,500.0 $2,500.0
Total Cemetery Levy Fund $187,668.8
Park Levy Fund
Parks & RecreationSalaries $15,000.0
Parks & RecreationOther $54,829.0
Total Parks & Recreation $69,829.0
Capital Outlay Other $50,000.0 $50,000.0
Total Park Levy Fund $119,829.0
Fire & EMS Levy Fund
Fire Protection Salaries $135,000.0
Fire Protectionr Other $165,750.0
Total Fire Protection $300,750.0
Emergency Medical Service©ther $50,000.0 $50,000.0
Capital Outlay Other $60,000.0 $60,000.0
Total Park Levy Fund $400,750.0(
Buckeye Monument Trust Fund
Cemeteries Other $381.94 $381.94
Total Buckeye Monument Trust Fund $381.94
Buckeye Cemetery Festival Trust Fund
Cemeteries Other $2,500.0 $2,500.0
Total Cemetery Festival Trust Fund $2,500.0
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‘DO YOU HAVE AN AMENDED CERTIFICATE FOR P16?

Review the documents that were passed on to you from the presdalisfficerto locate a

2016 amended certificate.

1 If youfind a2016amended certificate, yowill need to draft permaneappropriation

legislation and pass it at your next board meeting. You do not have the authority to pay

any bills or employees untthis legislation is passed. When the legislation has been
adopted by your boaraontinue with the next step listed below.
1 If youdid not find a2016amended certificate, call the county auditor to find out what
paper work your entity needs to file.

CLASS EXAMPLE

Amended Official Certificate of Estimated Resources
(Rev. Code, Sec. 570536)
The following is the amended official certificate of esdimated resaircesfor the fiscal
year beginning January 14, 2016asrevisedby the Budget Commission of said County,
which shall govern the total of appropri ationsmadeat any time during suchfisal year:

Unencumbered
Balance Other
Fund Types 01/01/2016 Taxes Sources Total
Governmental Fund Types
General Fund
General (1000) $796,696.43 $140,300.00 $139,555.00 $1,076,551.43
Total General Fund $796,696.43 $140,300.00 $139,555.00 $1,076,551.43
Special Revenue Funds
Gasoline Tax (2021) $126,379.37| $250,000.00 $650.00| $377,029.37
Road and Bridge (2031) $5,024.89] $10,890.00 $0.00 $15,914.89
Cemetery (2041) $109,363.86 $115,795.00 $21,500.00, $246,658.86
Park Levy (2171) $111,346.80 $57,095.00, $2,400.00] $170,841.80
Fire & EMS Levy (2191) $112,362.75 $221,095.00 $95,000.00] $428,457.75
Total Special Revenue Funds $464,477.67| $654,875.00 $119,550.00 $1,238,902.67
Total Governmental Fund Types $1,261,174.1¢ $795,175.00 $259,105.00 $2,315,454.10
Fiduciary Fund Types
Privatei Purpose Trust Funds
Buckeye Monument Trust (9751 $309.94 $0.00 $72.00 $381.94
Buckeye Cemetery Festival (975 $2,522.88 $0.00 $150.00 $2,672.88
Total PrivatePurposelrust Funds $2,832.82 $0.00 $222.00 $3,054.82
Total Fiduciary Fund Types $2,832.82 $0.00 $222.00 $3,054.82
Total All Funds $1,264,006.92 $795,175.00 $259,327.00 $2,318,508.92
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HOW TO VERIFY REVENUE BUDGETS ENTERED IN UAN

PRINT RESOURCES AVALABLE FOR APPROPRIATON

STEPS TO ACCESS
Accountingy Reports & Statements YBudgetary Reports

Action or Field Name: Data Entry:

Report Drop Down Menu: Resources Available for Appropriation
Year Drop Down Menu: 2016

Date: Year

Paper Tab: Leave as defaulted

Filters Tab: Leave as defaulted

Sorting Tab: Leave as defaulted

Option Tab: Leave as defaulted

Department Tab: Leave as defaulted

Select all items in the grid.
Click on thePrint button.

‘COI\/IPARE RESOURCES AXILABLE FOR APPROPRATION TO THE AMENDED
| CERTIFICATEOF ESTIMATED RESOURES

Doesthe Unencumbered Balance 1/1/2016 from the Amended Certificate match the following
calculation of numbers from the Resources Available for Appropriation report printed from
UAN? Fund Balance 12/3Reserve for Encumbrance 12/Reserved for NeSpendable
Balance 12/31Reserve Balance 12/3rior Year Advances not Repaid 12i3New Reserve
Balance = Unencumbered Balance 1/1/2016
1 If it matches, continue with the next calculation listed below.
1 If it does not match, you will need to request a new amendfice¢e. Create and
Print a Year End Budget Certificate from UAN and compare it to the one submitted to the
county auditor to determine what changes will need teehaested

Does the Estimated Revenue column on the Resources Available for Agmopeport
printed from UAN match the total of the Taxes and Other Sources columns on the Amended
Certificate? Taxes + Other Sources=stimated Revenue

1 If it matches, continue with the next calculation listed below.

1 If it does not match, skip tbe step labeled Print Revenue Status.

Does the Total Estimated Resources column on the Resources Available for Appropriation report

printed from UAN match the Total column of the Amended Certificate? Total Estimated
Resources = Total
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1 Ifit matches ad the permanent appropriations were entered AN, skip to the step
labeled Verify Appropriations Do Not Exceed Resources Available for Appropriation.
1 If it matches and the permanent appropriation have not been entered intaskiph
the step labek Enter Permanent Appropriations.
1 Ifit does not match, rdo the calculations listed above to locate the error and

instructions on how to proceed.

‘ PRINT REVENUESTATUS

STEPS TO ACCESS

Accounting

YReports

& Statement s

YRevenue

Action or Field Name: Data Entry:

Report Drop Down Menu: Revenue Status
Year Drop Down Menu: 2016 & 2015

Date: As of: Default Date
Paper Tab: Leave as defaulted
Filters Tab: Leave as defaulted
Sorting Tab: Leave as defaulted
Option Tab: Leave as defaulted
Department Tab: Leave as defaulted

Select all items in the grid.
Click on thePrint button.

Use the current and prior year Revenue Statuletermine what accounts to increase or decrease
for the affected funds. Make sure to remember to adjust based on the taxes and other sources

distribution of the fund.

HOW TO POST SUPPLEMENTAL REVENUE BUDGET ADJUSTMENTS

STEPS TO ACCESS

Accountingf Mai nt enance

YRevenue

HOW TO ADD A SUPPLEMENTAL REVENUE BUDGET

Budget s

Select the~und number to enter supplemental revenue budget figures for by clicking

on the box to the left of the fund number to place a checkmark in the box.

Step 1:
Step 2:  Click on theSupplementalbutton.
Step 3:
accounts under tifeupplemental (+£) column.
Step 4:  Select théDate.
Step 5:

If the supplemental budget amount(s) enteredt@r@rrect entry errorsbe sure to

click on the box besidé&pply as correction (to correct transcription errors or
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omissions only)located in the bottom left corner of the Add Supplemental Revenue
Budget form. (The system will display a reminder messageimgjathat the

suppl ement al budget amounts wil/ be appli
not be reflected as supplemental budgets on the display form or the budgetary
reports. Click on th©K button to proceed.)

Step 6: Click on the Save button to add the supplemental revenue budget amount(s).
(SelectingCloseon t his step wildl prompt the sys
Changes ? 0 Yeswilsstlllsae thei supglemental budget amounts. Selecting
No will exit without saving. @&ectingCancelwill return to the Add Supplemental
Revenue Budget form.)

Step 7:  Click on theClose button to exit the Add Supplemental Revenue Budget form after
the budget amount(s) has been sav@ithe system displays a message in the bottom
left corne of the Add Revenue Budget form to confirm the revenue budget for the
fund has been saved.)

‘RE—PRINT RESOURCES AVALABLE FOR APPROPRIATON

STEPS TO ACCESS
Accounting YReports & Statements YBudgetary R

| COMPARE RESOURCES AXILABLE FOR APPROPRATION TO AMENDED
| CERTIFICATE

After making the changes abotleesedocuments should match.

HOW TO ENTER PERMANENT APPROPRIATIONS

STEPS TO ACCESS
Accounting YMaintenance YAppropriation Budget

HOW TO ADD A PERMANENT APPROPRIATON BUDGET

Step 1:  Click on theAdd button.

Step 2:  Select thdPermanentas theBudget Type

Step 3:  Select theFund number to permanent appropriations for by clicking on the down
arrow on the right hand side of the fund field.

Step 4. If the budget type is permanent arediporary appropriations were entered previously
for the fund the Import Current Temps option can be used to copy current year
final appropriation amounts into the Permanent/Original (Full Year) column.

Step 5:  Enter the appropriation budget amounts focreaf the appropriation account codes
in the selected fund under tRermanent/Original (Full Year) column. (If entering
appropriation budget amounts for several appropriation accounts in a fund, press the
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Enter button on the keyboard after each appropioa budget amount entry to
progress through the accounts easily.)

Select théDate.
Click on theSavebutton to add the appropriation budget amount(SklectingClose
on this step wildl prompt t hegessy?>sdt.em S eol edc

Yes will still save the budget amounts. SelectiNg will exit without saving.
SelectingCancel will return to the Add Temporary or Permanent Appropriation
Budget form.)

The system will display a message stating that the permanent appropriations that have
been entered wil | Obignal d@mohiatidn , ansl the dureentf und 6
revenue budget for the fund will be marked asOtgginal Revenue Budget Click

the Ok button to accept the original amounts.

Click on theClosebutton to exit the Add Appropriation Budget form after the budget
amount(s) has been save@he system displays a message in the bottom left corner
of the Add Temporary or Permanent Appriation Budget form to confirm the
appropriation budget for the fund has been saved.)

CLASSEXERCISE
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Appropriation

Permanent Resolution

Account Code Account Name Appropriations Totals
1000110111-0000 Salaries Trustees $40,000.00
1000110-121-0000 Salary- Township Fiscal Officer $30,000.00
1000110122-0000 Salaries Township Fiscal Officer's Staff $0.00 $70,000.00
1000110-211-0000 Ohio Public Employees Retirement System $20,000.00
1000110-212-0000 Social Security $2,700.00
1000110-2130000 Medicare $1,500.00
1000110-221-0000 Medical/Hospitalization $30,000.00
1000110-223-0000 Dental Insurance $2,000.00
1000110-230-0000 Workers' Compensation $10,000.00
1000110-2400000 Unemployment Compensation $0.00
1000110-311-0000 Accounting and Legal Fees $10,000.00
1000110-312-0000 Auditing Services $8,500.00
1000110-313-0000 Uniform Accounting Network Fees $3,060.00
1000110-3140000 Tax Collection Fees $2,105.00
1000110-3150000 Election Expenses $0.00
1000110-316-:0000 Engineering Services $4,995.00
1000110-322-0000 Garbage and Trash Removal $3,500.00
1000110-330-0000 Travel and Meeting Expense $3,000.00
1000110-341-0000 Telephone $1,000.00
1000110-342-0000 Postage $350.00
1000110-345-0000 Advertising $350.00
1000110-351-0000 Electricity $7,500.00
1000110-352-0000 Water and Sewage $1,000.00
1000110-353-0000 Natural Gas $9,800.00
1000110-360-0000 Contracted Services $20,000.00
1000110-370-0000 Payment tAAnother Political Subdivision $2,500.00
1000110-3820000 Liability Insurance Premiums $7,500.00
1000110-383-0000 Fidelity Bond Premiums $500.00
1000110410-0000 Office Supplies $1,000.00
1000110420-0000 Operating Supplies $5,000.00
1000110510-0000 Dues and Fees $500.00 $158,360.00

$228,360.00
1000120-190-0000 Other- Salaries $25,000.00 $25,000.00
1000120-211-0000 Ohio Public Employees Retirement System $3,500.00
1000120-213-0000 Medicare $1,000.00
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1006-120-230-0000
1006120-341-0000
1006120-345-0000
1000120-351-0000
1006120-352-0000
1000-120-353-0000
1000-120-360-0000
1006120-420-0000

1006-130-150-0000

1006-130-190-0000

1006130-211-0000
10006130-212-0000
1006-130-213-0000
1006130-311-0000
1006-130-342-0000
1006-130-410-0000
1006-130-420-0000

1006-760-730-0000

1006910-910-0000

10006-930-930-0000

10006-990-990-0000

2021-330-111-0000
2021-330-190-0000

2021-330-211-0000
2021-330-212-0000
2021-330-213-0000
2021-330-221-0000
2021-330-223-0000
2021-330-230-0000

Workers' Compensation
Telephone

Advertising

Electricity

Water and Sewage
Natural Gas

Contracted Services
Operating Supplies

Compensation of Board and Commission
Members
Other- Salaries

Ohio Public Employees Retirement System
Social Security

Medicare

Accounting and Legal Fees

Postage

Office Supplies

Operating Supplies

Improvement of Sites

Transfers Out

Contingencies

Other- Other Financing Uses

Salaries Trustees
Other- Salaries

Ohio Public Employees Retirement System
Social Security

Medicare

Medical/Hospitalization

Dental Insurance

Workers' Compensation
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$1,000.00
$1,000.00
$350.00
$1,350.00
$1,000.00
$4,800.00
$17,350.00
$10,500.00

$1,750.00
$5,000.00
$750.00
$150.00
$450.00
$5,000.00
$250.00

$500.00
$500.00

$250,000.00

$150,000.00

$21,300.00

$1,500.00

$41,850.00
$66,850.00

$6,750.00

$7,600.00
$14,350.00

$250,000.00

$150,000.00

$21,300.00

$1,500.00

$732,360.00

$31,400.00
$52,500.00

$15,400.00
$1,500.00
$1,700.0
$23,000.00
$400.00
$6,000.00

$83,900.00
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2021-330-240-0000
2021-330-316-:0000
2021-330-323-0000
2021-330-341-0000
2021-330-351-0000
2021-330-360-0000
2021-330-382-0000
2021-330-420-0000

2021-760-790-0000

2031:330-314-0000
2031-330-360-0000
2031:330-420-0000

2041-410-111-0000
2041-410-190-0000

2041-410-211-0000
2041-410-212-0000
2041-410-213-0000
2041-410-221-0000
2041-410-223-0000
2041-410-230-0000
2041-410-240-0000
2041-410-314-0000
2041-410-3150000
2041-410-322-0000
2041-410-341-0000
2041-410-3450000
2041-410-351-0000
2041-410-353-0000
2041-410-360-0000
2041-410-382-0000
2041-410-383-0000

Unemployment Compensation
Engineering Services

Repairs and Maintenance
Telephone

Electricity

Contracted Services

Liability Insurance Premiums
Operating Supplies

Other- Capital Outlay

Tax Collection Fees
Contracted Services
Operating Supplies

Salaries Trustees
Other- Salaries

Ohio Public Employees Retirement System
Social Security

Medicare
Medical/Hospitalization

Dental Insurance

Workers' Compensation
Unemployment Compensation
Tax Collection Fees

Election Expenses

Garbage and Trash Removal
Telephone

Advertising

Electricity

Natural Gas

Contracted Services

Liability Insurance Premiums
Fidelity Bond Premiums
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$5,000.00
$5,000.00
$6,000.00
$700.00
$3,600.00
$80,000.00
$7,500.00
$7,657.39

$0.00

$501.25
$6,000.00
$5,800.79

$6,000.00
$75,000.00

$15,000.00
$500.00
$1,000.00
$18,000.00
$1,500.00
$3,000.00
$0.00
$1,500.00
$0.00
$1,000.00
$700.00
$100.00
$3,600.00
$3,000.00
$14,768.89
$2,400.00
$300.00

$163,457.39
$247,357.39

$0.00

$247,357.39

$12,302.04

$12,302.04

$81,000.00
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2041-410-410-0000
2041-410-420-0000

2041-760-730-0000
2041-760-740-0000

2041-820-820-0000

2041-830-830-0000

2171-610-190-0000

2171-610-211-0000
2171-610-213-0000
2171-610-221-0000
2171-610-223-0000
2171-610-230-0000
2171-610-240-0000
2171-610-314-0000
2171-610-3150000
2171-610-322-0000
2171-610-3450000
2171-610-351-0000
2171-610-352-0000
2171-610-360-0000
2171-610-382-0000
2171-610-420-0000

2171760-730-0000

2191-220-190-0000

2191-220-211-0000
2191-220-213-0000
2191-220-215-0000

2191-220-221-0000

Office Supplies
Operating Supplies

Improvement of Sites
Machinery,EquipmentandFurniture

PrincipalPayments Notes

Interest Payments

Other- Salaries

Ohio Public Employees Retirement System
Medicare
Medical/Hospitalization

Dental Insurance

Workers' Compensation
Unemployment Compensation
Tax Collection Fees

Election Expenses

Garbage and Trash Removal
Advertising

Electricity

Waterand Sewage

Contracted Services

Liability Insurance Premiums
Operating Supplies

Improvement of Sites

Other- Salaries

Ohio Public Employees Retirement System
Medicare
Ohio Police and Fir®ension Fund

Medical/Hospitalization
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$300.00
$7,500.00

$20,000.00
$0.00

$10,000.00

$2,500.00

$15,000.00

$3,000.00
$300.00
$21,000.00
$1,200.00
$3,000.00
$498.75
$1,101.25
$0.00
$1,800.00
$129.00
$1,600.00
$1,200.00
$15,000.00
$2,000.00
$3,000.00

$50,000.00

$135,000.00

$0.00
$2,700.00
$33,000.00

$43,160.00

$74,168.89
$155,168.89

$20,000.00

$10,000.00

$2,500.00

$187,668.89

$15,000.00

$54,829.00
$69,829.00

$50,000.00

$119,829.00

$135,000.00
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2191-220-223-0000
2191-220-230-0000

2191-220-314-0000
2191-220-3150000
2191-220-318-0000

2191-220-322-0000
2191-220-323-0000
2191-220-341-0000
2191-220-351-0000
2191-220-352-0000
2191-220-353-0000
2191-220-360-0000
2191-220-382-0000
2191-220-410-0000
2191:220-420-0000
2191-220-510-0000

2191-230-370-0000

2191-760-730-0000
2191-760-740-0000

9751-410-490-0000

9752410-490-0000

Dental Insurance
Workers' Compensation

Tax Collection Fees
Election Fees
Training Services

Garbage and Trash Removal
Repairs and Maintenance
Telephone

Electricity

Water and Sewage

Natural Gas

Contracted Services

Liability Insurance Premiums
Office Supplies

Operating Supplies

Dues and Fees

Payment to Another Political Subdivision

Improvement of Sites
Machinery, Equipment and Furniture

Other- Supplies and Materials

Other- Supplies and Materials

Version 2016 Revised 3/2016

$3,000.00
$5,000.00

$1,500.00
$0.00
$4,000.00

$1,800.00
$12,340.00
$2,000.00
$3,600.00
$1,200.00
$7,000.00
$20,000.00
$7,000.00
$650.00
$17,200.00
$600.00

$50,000.00

$0.00
$60,000.00

$381.94

$2,500.00

$165,750.00
$300,750.00

$50,000.00

$60,000.00

$410,750.00

$381.94

$381.94

$2,500.00

$2,500.00
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HOW TO VERIFY APPROPRIATIONS IN UAN

Run training class datafile # 3

PRINT COMPARISON ORBBUDGET AND APPROPRIAED

STEPS TO ACCESS
Accounting YRepoBudgetarfRefdrtsat ement s Y

Action or Field Name: Data Entry:

Report Drop Down Menu: Comparison of Budget and Appropriated
Year Drop Down Menu: 2016

Date: Year

Paper Tab: Leave as defaulted

Filters Tab: Leave as defaulted

Sorting Tab: Leave as defaulted

Option Tab: Leave as defaulted

Department Tab: Leave aglefaulted

Select all items in the grid.
Click on thePrint button.

‘COI\/IPAREFINAL APPROPRIATIONTO TOTAL ESTIMATED RESOURCES

The Variance column of the Comparison of Budget and Appropriated report must be greater or
equal to zero. This number should never be negative.
1 If the variance column does not display any negative numbers, continue with the next step
listed below.
1 If the variance column does display a negative number, continue with the next step listed
below to determine if the error was a data entry error or if your permanent appropriation
legislation needs to be updated.

VERIFY APPROPRIATIONBUDGETS ENTERED INUAN MATCHES THE
APPROPRIATIONLEGISLATION

STEPS TO ACCESS
Accounting YReports & Bepats ements YAppropriat.

Action or Field Name: Data Entry:
Report Drop Down Menu: AppropriationStatus
Year Drop Down Menu: 2016
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Date: Year

Paper Tab: Leaveas defaulted
Filters Tab: Leave as defaulted
Sorting Tab: Fund, Program, Object
Option Tab: Leave as defaulted
Department Tab: Leave as defaulted

Select all items in the grid.
Click on thePrint button.

| COMPARE APPROPRIATI® STATUS TO PERMANEN APPROPRIATION
| LEGISLATION

Verify that the permanent appropriations were entered correctly.

1 If the amounts entered into the UAN system match the permanent appropriation
legislation and you did not have any nagatamounts in the varian@®lumn inthe step
abovel congratulations you have completed this phase of the budgetary pra8dps
to the step labeled Important Budgetary Reminders.

1 If the amounts entered into the UAN system match the permanent appropriation
legislation but you did have a negative amount invilmancecolumn in the step above,
you will need to pass legislation reducing the appropriations for the affected fund then
continue with the next step listed below.

1 If the amounts entered into the UAN system does not match the permanent appropriation
legislation, continue with the next step listed below.

HOW TO POST APPROPRIATION BUDGET CORRECTIONS

STEPS TO ACCESS
Accounting YMaintenance YAppropriation Budgets

HOW TO REALLOCATE ANAPPROPRIATION BUDGET

Step 1:  Select thécund number to enter reallocations foy clicking on thebox to the left of
the fund number to place a checkmark in the box.

Step 2:  Click on theReallocatebutton.

Step 3. Enter the necessary reallocation amount(s) for the chosen appropriation accounts
under thelntrafund (+/-) column. (Use a minus sign to reduce the appropriation
amount in an account. The total amount of the reallocations netisb zero.)

Step 4: Select théDate.

Step 5. Click on theSavebutton to add the reallocationgSelectingCloseon this step will
prompt the system to display Yaswihstif sage
save the reallocations. Selectihp will exit without saving. Selectin@ancelwill
return to the Reallocate Appropriation Budget form.)
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Step 6:  Click on theClosebutton to exit theReallocate Appropriation Budgéirm after the
reallocations have been save@The system displays message in the bottom left
corner ofthe Reallocate Appropriation Budget form to confirm the appropriation
budget for the fund has been sayed.

Reminder  The total reallocation amount for the fund must equal zero.

HOW TO ADD A SUPPLEMENTAL APPROPRIATIONBUDGET

Step 1:  Select theFund number to enter supplemental appropriation budget figurebyfor
clicking on thebox to the left of the fund number to place a checkmark in the box.

Step 2:  Click on theSupplementalbutton.

Step 3: Enter the necessary mulemental appropriation budget amount(s) for the chosen
appropriation accounts under t8applemental (+£) column. (Use the minus sign to
reduce the appropriation amount in an account.)

Step 4: Select théDate.

Step 5: If the supplemental budget amount(s) enteredt@reorrect entry errorse sure to
click on the box besidé&pply as correction (to correct transcription errors or
omissions only) located in the bottom left corner of the Add Supplemental
Appropriation Budet form. (The system will display a reminder message stating that
the suppl ement al budget amounts wil/| be
will not be reflected as supplemental budgets on the display form or the budgetary
reports. Click on th©K button to proceed.)

Step 6: Click on theSavebutton to add the supplemental appropriation budget amount(s).
(SelectingCloseon t his step wildl prompt the sys
Changes ?0 Yeswilssalllsae thei smpglemental bget amounts. Selecting
No will exit without saving. SelectinGancelwill return to the Add Supplemental
Appropriation Budget form.)

Step 7:  Click on theClose button to exit the Add Supplemental Appropriation Budget form
after the budget amount(s) hasebh saved.(The system displays a message in the
bottom left corner othe Add Appropriation Budget form to confirm the appropriation
budget for the fund has been sayed.

Reminder: | f 0Appl y apionis selected the sugplerdental cannot make the

original budget amount negative for aagpropriationaccount.

Reminder: The supplemental date must be on or after the date of the original budget entry.

‘RE—PRINT THE COMPARISONOF BUDGET AND APPRORIATED

STEPS TO ACESS
Accounting YRepoBudgetarfRefrtsat ement s Y

‘COI\/IPAREFINAL APPROPRIATIONTO TOTAL ESTIMATED RESOURCES

The Variance column of the Comparison of Budget and Appropriated report should be greater
than or equal to zero after posting the adjustments above.
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‘RE—PRINT THE APPROPRIATON STATUS

STEPS TO ACCESS
Accounting YReports & Stdstements YAppropriat.:i

COMPARE APPROPRIATIODI STATUS TO PERMANEN APPROPRIATION
LEGISLATION

Verify that the permanent appropriations were entered correctly.

IMPORTANT BUDGETARY REMINDERS

The budget is a plan for estimated revenue and spending; the budget does noteyuicash)
into the entities primary checking account.
-Theame ded cert i f i estinhatedr ressurceshaeailablanand does bos
representheactual cash balance
-Legislated appropriations give the entity the authority to spend and do nctergne
actual cash balance

Fund balances represent the current cash available for expenditures
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PURCHASE ORDERS i KEY SOFTWARE CONCEPTS

This section is intended as patass reference material. In training class we will discuss the
main points below as we work through the guided exercises.

SAVED TO BATCHT PURCHASE ORDERS

Button: [Save]: Appears on the [Add] and [Edit] forms.
Terms/phrases Batch transactions, Saved transactions, Batch reports, Filter by Batch Status

Definition:
In UAN, a PO/BC in batch is one or more purchase order transactions that have been saved in
the software database, but have posted asn encumbrance orppropriations and is not yet
partoftheent i t yéds per manereportsr ecord on financi al
When a Purchase Order is Saved to Batch, but not Posted

1 It has no effect on budgetary items
It has no effect on appropriations
It can be deleted before there isearpanent record on the financial reports
Edits can be made before posting
It is assigned a batch number. This is a temporary number for the software to keep track
of the transaction. The batch number assigned may or may not correspond to the
permanenthyassigned®?O/BC number when the transaction is posted.

1
1
1
1

POSTING PURCHASE ORERS:

Button: [Post/Print]
What happens when a purchase order is posted?

Appropriations are encumbered immediately

The appropriations on the purchase order are encumbertbe calendar date that the purchase

order is Posted (not the issue date). However they will appear on the ledger reports based on the

i ssue date selected (see Al ssue Dated under t

Reports are updated.
Thetransaction is recorded (or the effect of the transaction) on all applicable reports.

Purchase Order or Blanket Certificate prints

Note Posted purchase orders cannot be voided. Instead, they can be closed or adjusted to a
lower amounti but not lowerthan the unspent balance.

Report terms: Post, Posted transactions, Post Date, Transaction Date, Filter by Posted Status

PURCHASE ORDER DATES:
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UAN Computer Date / Calendar Date

The UAN computer date will always automatically advance with the calent&ar diawill be
displayed when you first login to the program and in the bottom right side of the main UAN
screen. It determines the transaction date (see below).

Transaction Date

Appropriations on the purchase order are encumbered on this dates. theltcalendar day that

the [Post/Print] button is clicked to post the purchase order. It is not listed on the Add or Edit
Purchase Order form, but it appears as the Transaction date on reports.

Issue Date
The Issue Date entered on the Add PurchaskeiGorm will appear as the Issue Date or the Post
Date on reports.

Certified Date:
The certified date entered on the Add Purchase Order form will print as the certified date on the
PO/BC and on the reports such as PO Detail report.

Expiration Date:
(Required for BC Regular & BC Super) the expiration date will appear on the blanket certificate
and reports such as the PO Detail report and Appropriation Open Purchase Order Register.

BACK-DATING PURCHASE ORDERS:

Definition: When the Issue Date temed isbeforethe calendar date when the [Post/Print] button
is clicked.

1 Purchase orders should only be bdeltedon rare occasionshen issue and certification
occurred on official purchase order documents other than through the UAN software

1 You must be able to justify the badating. If the PO/BC authorization was not issued

and certified before the payment(s), then it should be recorded as a PO Then & Now.

The issue date can be batkted as long as it is within the current year.

PurchaseOrders that are baakated will still have appropriation(s) encumbered

immediately on the calendar date the [Post/Print] button is clicked.

1 The Issue Date entered on the Add Purchase Order form will appear as the Issue Date or
the Post Date on reports.

1
1

FORWARD-DATING PURCHASE ORDERS:
(Al so r ef erdraetd ntgodo aadra tifipaodsudg n c e

Definition: When the Issue Date entereaiterthe calendar date when the [Post/Print] button is
clicked.

1 The issue date and certification date can be fondlatdd up to 30 days in advance of the
calendar date that it is posted.
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1 Purchase Orders that are forwalated will still have appropriation(s) encumbered
immediately on the calendar date the [Post/Print] button is clicked.

1 The Issue Date entered on the Add Purchase Order form will appear as the Issue Date or
the Post Date on reports.

CHECKBOX: A R E MDAMES EJRTIL FORM CLO SES 0

This checkbox is available when the [Add] or [Edit] form is open for Purchase Orders,
Paymens, and Receipts. When the checkbox is fiiledt allows for dates to be retained while
several transactions are being added to a batch consecutively. The checkbox is located at the
bottom right hand corner of the Add form for transactions with ahbatdfter the Add form is

closed, the next time it is opened the date field(s) will default back to being blank.
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WHAT AUTHORIZES YOU TO MAKE A PURCHASE?

Ohio Revised Code 5705.41, states that no contracts or orders involving the expenditure of
money may be made unless the fiscal officer h
appropriated for such a purpose and that there is cash available mopracess of collection to
the credit of the fund free of any prior encu

A purchase order or blanket certificate is us
specific purpose and gives the government the atytorpurchase.

When a fiscal officers certifies that an amount has been appropriated they are then encumbering
(or setting aside) that amount of appropriations. An encumbrance is a commitment for the
expenditure of money and therefoegarded the sane as the actual payment of moneyAn
encumbrance reduces the amount of available appropriations. Encumbranoeaftict cash

balance or fund balance but rather the amount of appropriations still available for other
expenditures.

WHAT IS A PURCHASE ORDER?

Purchase Orders are used for the certification of available appropriations prior to entering into
obligations. In other words, whessuing purchase orders the fiscal officer is verifyirgeforea
government official oanemploye orders or pichases somethirigthat there is in fact

appropriations still available in the appropriation account code where the purchase will be

charged for said order or purchase. Each government determines procedures necessary to obtain
a purchase order/blanketrtBcate from the fiscal officer and who will authorize (approve) the
purchase. Fiscal officers are not authorizedgprove purchases, only teertify availability of
appropriations.Note that a purchase order is different than a requisitiorgAistion isa

met hod of #Arequestingo supplies or services b
Requisitionsare bestisedby employees who do not have authority to initiate a purchase
order/blanket certificate.

1. Regular Purchase Order:
1 is used for specific item(s) and is issued prior to purchase
T uses a specific vendor (there can be mul't
vendor) Note: the vendor cannot be changed after the PO is issued.
1 there is noimit on the amount of a purchase order; but is limited by available
appropriations
can have multiple appropriation accounts on it
can carry over into the new fiscal year
amount cannot be aneased after the PO has been issuedld need to issue an
additional PO

= =4 =4

2. Then and Now Purchase Order:
1 is used when prior certification for a purchase was not obtained
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certifies that there were availaldppropriation amounts in the appropriation accounts

to be charged at the time of the purchase (then) and are also currently available (now).

uses a specific vendor (there can be
vendor) Note: the vendor cam be changed after the PO is issued

there is no limit on the amount of the then and now purchase order; but is limited by

available appropriations
amount cannot be increased after the then and now purchase order isvissleed
neel to issue an additional then and now purchase order

mu |

if the total amount of a then and now purchase order is less than $3,000.00 the Fiscal

Officer may certify that appropriations were available for the expenditure
if the total amount of a then and now purchase order is more than $3,000.00, the

legislative board must pass a Resolution within 30 days of the issue date of the then

and now purchase order to authorize the expenditure (purchase)
can have multiple appropriation accounts on it
can carry over into the new fiscal year

situations

. Regular Blanket Certificate:

)l
)l
T
T

il
il

A regular blanket certificate is used to charge certain expenditures that are of an
ongoing nature. Purchases charged to the blanket certificate can be fraomarer

of vendors but only for the purpose described byafiy@opriation account.

Issued prior to purchases

allows only one appropriation account on it

can carry over to the new year but can only be used angydyg for items or services
initiated in the prior year

only one blanket certificate may be open at a time from any appropriation account
purchases may be made from a variety of vendogesspecific vendor can be
assigned

Note: The legislative board should approve a Resolution that sets dollar amount
limits and date limitations pertaining to all regular blank certificates

. Super Blanket Certificate:

1

A Super Blanket Certificate is used so that a government may make expenditures
from a specific appropriatioaccount forany amountfor mostprofessional

services (Accountant, Engineer, Architect, Attorneyat Law, Physician,

Consultant, and Surveyor), fuel oil, gasoline, utilities, food items, and any

specific recurring and reasonably predictable operating expense

can carry over to the new year but can only be used on payments fooitsearsices
initiated in the prior year

be

more than one super blanket certificate may be open at a time from any appropriation

account

purchases may be made from a variety of vendors or a specific vendor can be
assigned
there is no dollar amount limit; but is limited by available appropriations
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WHAT PURCHASE ORDERS ARE IN PLACE FOR FUTURE PURCHASES?

PURCHASE ORDER EXPOR

STEPS TO ACCESS
Accounting YReports & Remtsements YPurchase Or

Action or Field Name: Data Entry:

Report Drop Down Menu: Purchase Order Export
Year Drop Down Menu: 2016

Date: Year

Paper Tab: Leave as defaulted
Filters Tab: Leave as defaulted
Sorting Tab: Leave as defaulted
Option Tab: Leave aglefaulted
Department Tab: Leave as defaulted

Select all items in the grid.

Click on theExportbutton

Click on theSavebutton

Open the saved spread sheet in the AN _Efiles directory.

‘ REVIEW THE REPORT

1 Are any of the purchase orders expirdfithey are theymay need to be replaced with a
new one. The expired blanket certificate can be uspdytoutstanding bills but cannot
be used to authorize new purchases after their expiration date. Use the spreadsheet to
determine if a new blanketrtificate has been opened in the same account code.
1 Do any of the purchase orders have atonrent balance If sq they may need tbe
replaced with a new one. To determine if a new one will need to be opened you will need
to find out if it was fora onetime expense or purchase or a reoccurring bill. The purpose
field of the spreadsheet may help you in making this determination. If the purpose field
is blank, see the Print Purchase Order Detail step below.
o If you found any expired or low balampurchase orders that you need to replace,
continue with the step listed below.
o If you did not find any expired or low balance purchase orders that you need to
replaceskip to the step labeled Cash TransactioKgy Software Concepts

‘ PRINT PURCHASE ORDERDETAIL

STEPS TO ACCESS
Accounting YReports & Statements YPurchase Or
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Action or Field Name:

Data Entry:

Report Drop Down Menu:

Purchase Order Detail

Year Drop Down Menu: 2016
Date: Year
Paper Tab: Leave as defaulted
Filters Tab: Leave as defaulted
Sorting Tab: Leave as defaulted
Option Tab: Leave as defaulted

Department Tab:

Leave as defaulted

Select any Purchase Orders (PO) that you will need to open a new one to replace or any that you
need to review morelosely. (This report will print one page for each PO selected)

Select Print.

HOW TO OPEN PURCHASE ORDERS

STEPS TO ACCESS

Accounting YTransactions YPurchase

Order s

‘HOW TO ADD A PURCHAE ORDER

Step 1:  Click on theAdd button.

Step 2:  Select thePurchase Order Typeto be added (PO Regular, PO Then and Now, BC

Regular or BC Super).

Step 3:  Optional: Import requisition information onto the purchase ord&eps 4, 5, and-9

19 can potentially be skipped if the entity is making use of the optiortalistions
feature in UAN and follows step 3 sskeps below. More information about
activation and setup of requisitions can be accessed uAdeounting A
Transactions4 Requisitonsand t hen by cl i cki
the O600vred volawd HB0o0O6 steps in thi
Step 3a: Click on thelmport Requisition button to open the Import Requisition

form.

Step 3b: Select the requisitioNumber.
Step 3c: The Vendor Nameis automatically check markeid import if one was
specified on therequisition and this fieldcannotbe unselected. The
Location informationis alsoautomatically check markedIf the vendor
has multiple locations and the Location from the requisition should not be
imported, unselect it by clicking on the checkbox @esihe Location

field.
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Step 3d: To import the Terms and/or Purpose fieldpt{onal) from the requisition,
click on the checkbox beside the corresponding field.

Step 3e: To import the Detail informatiorréquired), click on the checkbox beside
each line of Detail that is to be imported.At least one item from the
Details list must be selected in order to use the Import Requisition
function for the purchase order(If all lines of Detail need imported,
simply click on the checkbox located in the title bathe Detail area to
automatically selecll lines of Detail)

Step 3f:  To import the Distribution informationoptional), click on the checkbox
besideeach line of Distribution that is to be imported.(If all lines of
Distribution need imported, simply click on the checkbox located in the
title bar of the Distribution area to automatically seleall lines of
Distribution.)

Step 3g: Click on the Additional tabdptional) to select the Billing and Shipm
information to import from the Requisition if the information is different
from the purchase order defaults.

Step 3h: Click on the Approvals tabofptional) to review the requisition approval
status history if desired. This list is readly and dos not import into the
purchase order.

Step 3i:  Click on thelmport button. (SelectingCloseon this step will prompt the
system to display a messa¥Xpeswilédtll mpor t
import the information. Selectingo will exit without swving. Selecting
Cancelwill return to the Import Purchase Order form.)

Step 3j: If additional information from the same or different requisitions needs to
be importedrepeat the Step 3 sieps.

Step 4:  Select thé/endor (if required).

Step 5:  Verify or select thé.ocation for the chosen vendor (if required).

Step 6: Select thdssuedate.

Step 7:  Select theExpires date (if required).

Step 8: Select theCertified date.

Step 9:  Under the Detail area, enter Q@antity .

Step 10: Under the Detail @ea, enter ®escription (if required).

Step 11: Under the Detail area, enter tbeit Price.

Step 12: Clickonthed | ns er t R o bufion logatedhat theemd of the detail data entry
row or [Eneé e s dntthie keybdard to add the line of detail to the purchase

order. (If any lines of detail need removed, click on hd el et e buRomwdé X

located at the end of each line.)

Step 13: If more lines of detail need to be added to the purchase, @al@inueby repeating

Steps 811 until complete.

Step 14: If the purchase order type is PO Reqular or PO Then and Now and the amount of the

PO needs to be distributed equally among the appropriation account tteaeglace

a checkmark in th®istribute Equally box above the Distribution area by clicking

on the checkbox.

Step 15: Under the Distribution area, click on the down arrow located on the right side of the

Account Code field to select tifecount Code
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Step 17:
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Under the Distribution area, enter thenount to be encumbered for the chosen
account code.

Clickonthe | nsert Rowd Ilogatedhattheend oftthe didtribution data
entry r ow BEonrt eprrée thiskeybdard to add the line of distribution to

the purchase order(If any lines of distribution need removed, click on b® e | et e
R o w duttinlocated at the end of each line.)

Step 18: If more account code distributions need to be added to the purchasecordgrue by

Step 19:

Step 20:

Step 21:

Reminder

Reminder

repeating Steps 146 until complete.

Click on the Additional tab to verify and/or modify thailling and Shipping

information.

Click on theSavebutton to add the purchase ord@&electingCloseon this step will

prompt the system to display Yaswihetd sage

save the new purchase order. Selechiogwill exit without saving. Selectirgancel

will return to the Add Purchase Order form.)

If more purchase orders of tkame typeneed to be added to the batchntinue by

repeating Steps-B9 until complete.lf more purchase orders ofdiferent type need

to be added to the batch or all purchase order entries are caonafitkethe Close

button.
The amount encumbered for each appropriation accoade cannot be greater
than the lesser of the undistributed purchase order total or the unencumbered
balance of the appropriation account code.

. The purchase order amount must be completely distributed among appropriation
account(s). The undistiuted amount of the purchase order must equal zero
before the purchase order can be saved and added to the batch area.

|HOW TO
Step 1:

Step 2:
Step 3:

Step 4:

Step 5:

POST/PRINT APURCHASE ORDER

Place acheckmark beside the purchase order(s) to be posted and printed by clicking
on the tieckbox on the left side of the purchase order batch number.

Click on thePost/Print button.

The system displays a message asking whether to post the selected number of items.
Click on the OK button to proceed in posting and printing telected purchase
order(s). (SelectingCancelwill return to the Purchase Orders Maintenance screen
without posting and printing any items.)

Next, the system displays a Print box. Click onPRniat button to print the selected
purchase orders.(The system displays a separate Print box for each purchase order
type that was in the selected batch of purchase orders to be posted and printed. Be
sure to click on the Print button for each Print box.)

The system displays a message asking ifeans printed successfully. Click ores

to finish posting the purchase order(g)f there were purchase orders that did not
print successfully, seledtlo to reprint the purchase order(s) from the Purchase
Order Utility screen. Refer to tHéow To Reprint a Purchase Ordesection of this
manual for the steps.)

CLASS EXERCISE
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\ADD A PURCHASE ORDERFORREOCCURRINGBILL PAID FROM 1 ACCOUNT
In this exercise we will add a new purchase ofdethe UAN user fees.

Click [Add] and select PO Regular and the Add Purchase Order form will open.

Action or Field Name: Data Entry:

Vendor: Treasurer of State

Location: UAN & Audit Fees

Issue: Todaydés training cl
Expires: Leave blank

Certified: T o d atrpidirgy class fake date

Detail section:

Action or Field Name: Data Entry:
Quantity: 1

Description: 3 QTRS.UAN Lease
Unit Price: $2,295.00

Click the Insert Row Arrow

Distribution section:

Action or Field Name: Data Entry:
Account Code: 1000110-3130000
Amount: $2,295.00

Click the Insert Row Arrow

CheckmdaRE&EmMé@mber Dates until form cl oses. o
Click Save, butdo not close.

|ADD A PURCHASE ORDERFOR A REOCCURRING BILL WITH MULTIPLE
| ACCOUNTS

In this exercise we will add a new purchase order that will be used for the monthly electric bill.

Action or Field Name: | Data Entry:

Vendor: Sparky Electric

Location: Administrative Office

Issue: Todayés training cl as
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Expires: Leaveblank

Certified: Todayods training clas

Detail section:
Action or Field Name: | Data Entry:

Quantity: 1
Description: Electriaty
Unit Price: $9,000.00

Click the Insert Row Arrow

Distribution section:
Action or Field Name: | Data Entry:

Account and amount: | 1000120-351-0000 $900.00
Click the Insert Row Arrow

Account and amount: | 2021:330-351-0000 $2,400.00
Click the Insert Row Arrow

Account and amount: | 2041:410-351-0000 $2,400.00
Click the Insert Row Arrow

Account and amount: | 2172610-351-0000 $900.00
Click the Insert Row Arrow

Account and amount: | 2191:220-351-0000 $2,400.00
Click the Insert Row Arrow

Click the Additional tab

Purpose: Electricity

Click Save, butdo notclose.

‘ADD A PURCHASE ORDERFOREMPLOYER SHARE OF ENPLOYEE BENEFITS

In this exercise we will add a new purchase offderthe employer share of temp | oy ees o
health insurance.

Action or Field Name: | Data Entry:

Vendor: Great Insurance Company

Location: Invoice AddresgDefaults when only one addres
exists for selected vendor

Issue: Todayodés training cl as
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Expires: Leave blank

Certified: Todayodés training cl as
Detail section:

Action or Field Name: | Data Entry:

Quantity: 1

Description: EmployerShare Medical/Life

Unit Price: $91,660.00

Click the Insert Row Arrow

Distribution section:

Action or Field Name:

Data Entry:

Account and amount:

1000110-221-0000 $20,000.00

Click the Insert Row Arrow

Account and amount:

2021-330-221-0000 $15,500.00

Click the Insert Row Arrow

Account and amount:

2041:410221-0000 $14,000.00

Click the Insert Row Arrow

Account and amount:

2171610221-0000 $14,000.00

Click the Insert Row Arrow

Account and amount:

2191220-221-0000 $£8,160.00

Click the Insert Row Arrow

Click the Additional tab

Purpose:

Employer Share Medichlife

Click Save, butdo notclose.
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‘ADD A PURCHASE ORDERFROM A REQUISITION

In this exercise we will add a new purchase ofdn an approved Requisiti@ubmitted by the
fire chieffor a fire training course

Requisition
Office of the Township Fiscal Officer Requisition No. _25-2016
Any County, Ohio Appropriation
125 Main Street, My Town, Ohio 12345 Date 03/30/2016 Account Number Amount
To: Center for Training Excellence, Inc. 2191-220-318-0000 $1,250.00

3 Flaming Lane Buckeye, OH 44444
Phone Number: 614-555-1212
Deliver to: Any Township
135 Main Street, My Town, Ohio 12345

Quantity Unit Description Price per Unit Amount
5 Employees to attend firemen training $250.00 $1,250.00
Total $1,250.00
Department Requesting: Fire Department Approved By
Name of person requesting: Chief Smith Raymond Wilson
Signature of person requesting: _John Smith Date Approved: _04/01/2016

Click Save and Close to close the form.
Click the X header checkbox to select all of the purchase orders listed and click
Post/Print.

‘ADD BLANKET CERTIFICATESFOR OFFICE SUPPLIES

In this exercise we will add blanket certificates for office supplies one for fiseal officer and
other administrative staff and one for the fire department.

Click [Add] and select BC Regular and the Add Purchase Order form will open.

Enter the fiscal officer and other administrative staff BC
Action or Field Name: | Data Entry:

Vendor: Blank (typically this field is left blank on a BC)
Location: Blank
Issue: Todayodés training cl as
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Expires: 06/30/2016 (the expires date is set by your loca
legislation defaults can be set on the Entity setu
screen to match local legislation)

Certified: Todaydés training cl as

Detail section:

Action or Field Name: | Data Entry:

Quantity: 1

Description: Blank (typically left blank on the BCO

Unit Price: $750.00 (the maximum amount of a BC is set b

your local legislation)

Click the Insert Row Arrow

Distribution section:

Action or Field Name:

Data Entry:

Account and amount:

1000110-410-0000 $750.00

Click the Insert Row Arrow

CheckmdR&EmMémber Dates wuntil form cl
Click Save, butdo not close.
Enter the fire department BC:
Action or Field Name: | Data Entry:
Vendor: Blank (typically this field is left blank oa BC)
Location: Blank
Issue: Todaydés training cl as
Expires: 06/30/2016 (the expires date is set by your loca
legislation defaults can be set on the Entity setu
screen to match local legislation)
Certified: Todaydés tradaei ng cl as
Detail section:
Action or Field Name: | Data Entry:
Quantity: 1
Description: Blank (typically left blank on the BCO
Unit Price: $500.00 (the maximum amount of a BC is set b

your local legislation)

Click the Insert Row Arrow
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Distribution section:
Action or Field Name: | Data Entry:

Account and amount: | 2191-220-410-0000 $500.00
Click the Insert Row Arrow

Click Save, butdo not close.

‘ADD BLANKET CERTIFICATESFOR OPERATINGSUPPLIES

In this exercise we will ad@ blanket certificates for operating supplies one forabmetery
sexton and one for the fire department.

Enter the cemetery sexton BC:
Action or Field Name: | Data Entry:

Vendor: Blank (typically this field is left blank on a BC)
Location: Blank

Issue: Todayodés training cl as
Expires: 06/30/2016 (the expires date is set by your loca

legislationt defaults can be set on the Entity setu
screen to match local legislation)
Certified: Todaydés training cl as

Detail section:
Action or Field Name: | Data Entry:

Quantity: 1
Description: Blank (typically left blank on the BC
Unit Price: $2,500.00 (the maximum amount of a BC is set

your local legislation)
Click the Insert Row Arrow

Distribution section:
Action or Field Name: | Data Entry:

Account and amount: | 2041-410-420-0000 $2,500.00
Click the Insert Row Arrow

Click Save, butdo not close.
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Enter the fire department BC:
Action or Field Name: | Data Entry:

Vendor: Blank (typically this field is left blank on a BC)
Location: Blank

Issue: Todayodés training cl as
Expires: 06/30/2016 (the expires date is set by your loca

legislation defaults can be set on the Entity sety
screen to match local legislation)
Certified: Todaydés training cl as

Detail section:
Action or Field Name: | Data Entry:

Quantity: 1
Description: Blank (typically left blank on the BC
Unit Price: $2,500.00 (the maximum amount of a BC is set

your local legislation)
Click the Insert Row Arrow

Distribution section:
Action or Field Name: | Data Entry:

Account and amount: | 2191-220-420-0000 $2,500.00
Click the Insert Row Arrow

Click Save and Close to close the form.
Click the X header checkbox to select all of the purchase orders listed and click
Post/Print.

‘HOW TO ADD ANOTHER BC TO ANOTHERACCOUNT

In this exercise we will add blanket certificate for gas for the fire trucks. The fire chief likes

the gas to be on a separate BC from other operating supplies. Since a BC regular already exists
in the operating supplies line items we will not be able to open another regular BC so we will
show you how to open a BC Supgémportant: this exercise assumes the purpose meets the
legal criteria for a Super BC to bepened- which may not be the case in youitgation). The

Expires date for a Super BC is the end of the year so the chief will be able to set aside
appropriations to pay for fuel for the rest of the year so it does not get spent on other supplies.
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Click [Add] and select BC Regular and the Ald Purchase Order form will open.

Action or Field Name: | Data Entry:

Vendor: Blank (typically this field is left blank on a BC)
Location: Blank

Issue: Todaydés training cl as
Expires: 12/31/2016

Certified: Todayodés training cl as

Detail section:

Action or Field Name: | Data Entry:
Quantity: 1
Description: Gas

Unit Price: $5,000.00

Click the Insert Row Arrow

Distribution section:
Action or Field Name: | Data Entry:

Account and amount: | 2191-220-420-0000 $5,000.00
Click the Insert Row Arrow

Click Save and Close to close the form.
Click the X header checkbox to select all of the purchase orders listed and click
Post/Print.
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CASH TRANSACTIONS 1 KEY SOFTWARE CONCEPTS

Run training class datafile #4

This section is intended as patass reference material. In training class we will discuss the
main points below as we work through the guided exercises.

Definition:
Transactions that will increase or decrease the cash balances in bank afduecksg or
investments) and / or funds in the UAN software.

Note: concepts for nowash transactions Purchase Orders and Bank Reconciliatibnare
discussed at the beginning of their corresponding chapters.

SAVE TO BATCHT RECEIPTS & PAYMENTS

Currently, only the following cash transactions can be saved to batch in UAN:
1 Receipts
1 Payments

Button: [Save]: Appears on the [Add] or [Edit] forms of the transactions listed above.
Terms/phrases Batch transactions, Saved transactions, Batch reports, #yil@atch Status

Definition:
In UAN, a receipt or payment in batch is a transaction that has been saved in the software
database, but has not posted as a permanent record on financial reports etoRoesbd(see
below).
When a Transaction is SavexBatch, but not Posted
1 It has no effect on budgetary items or cash balances.
1 It can be deleted before there is a permanent record on the financial reports.
1 Edits can be made before posting.
1 Itis assigned a batch number. This is a temporary numbérd@oftware to keep
track of the transaction. The batch number assigned may or may not correspond to
the permanently assigned number when the transaction is posted.

POSTING CASH TRANSAQIONS (POSTINGTO-CASH)

STEPS TO ACCESS
Accounting WTransactions
Accounting YUtilities Y
The following transactions in UAN and corresponding Utilities can-PosTash:
1 Checking Transfer
M Interfund Advance
1 Interfund Transfer
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1 Payments
1 Receipts
1 Reserve Balance Designation

Buttons:

[Posf
Available on transaction andility forms that enable you to post from within the form

[Post/Print]
Available in the Receipts and Payments areas

How is a transaction posted to cash?
By clicking the [Post] or [Post/Print] button corresponding to that transaction.

When is atransaction posted to cash?

On the calendar date the [Post] or [Post/Print] button is clicked cash will increase or decrease.
This may be different than the Post Date that
section below).

What happenswhen a transaction is posted to cash?

Cash is affected immediately:

On the calendar date that the [Post] button is clicked, the cash will increase or decrease in the
checking and/or investment account(s). When relevant to the transaction type, thalaasé

in the funds involved will increase or decrease accordingly.

Reports are updated:
The transaction is recorded (or the effect of the transaction) on all applicable reports and
becomes part of the permanent financial records.

Prints the traresction document
For example: receipt or warrant prints.

Report terms: Post, Posted transactions, Post Date, Transaction Date, Filter by Posted Status

DATES

UAN Computer Date / Calendar Date

The UAN computer date will always automatically advance with calendar date. It will be
displayed when you first login to the program and in the bottom right side of the main UAN
screen. It determines the transaction date (see below).

Transaction Date

Cash balances are increased or decreased (when amlicalihis date. It is the calendar day
when the [Post] or [Post/Print] button is clicked to post the transaction. It is not listed on the
Add or Edit form, but it appears as the Transaction date on reports.
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Post Date:
UAN reports will list the PosDate of the transaction based on the date that was selected in the
ADateo or APost Dateo field on the applicab

necessarily be the same as the calendar date of the transaction.

NOTE: Receipts require the Post Date and 2 additional dates. See the receipts chapter for more
information.

BACK-DATING:

(Someti mes r edetrirregdo)t o as #Apre

Definition: When the Post Date entered is before the calendar day when the [Post] button is
clicked.

1 All cash transactions can be bat&ted in the UAN software as far as one day after the
| ast posted bank r econc iwithithe exception af gristedo f  x x /
warrant payments.

1 You should be sure to follow current Ohio Law fol @hnsactionsi for example,
receipts are required to be deposited within 24 hours.

1 Cash transactions that are batdted will still increase or decrease cash balances
immediately on the calendar date the [Post] or [Post/Print] button is clicked.

T ThePpst Date on reports wild.l be the date th
field on the applicable transaction form.

FORWARD-DATING:
(Someti mes retlatredo)o as Apost

Definition: When the Post Date entered is after the calendar date thbefPost] button is
clicked.
1 Cash transactions that are forwaated will still increase or decrease cash balances
immediately on the calendar date the [Post] or [Post/Print] button is clicked.
1 The Post Date on reports will be the date that wastsedled i n t he fADated o
field on the applicable transaction form.
1 The posting date cannot be more that 30 days after the calendar date.

CHECKBOX: A R E MDAMES EJRTIL FORM CLO SES 0

This checkbox is available when the [Add] or [Edit] fornoen for Payments, Purchase Orders

and Receipts. When the checkbox is filiedit allows for dates to be retained while several
transactions are being added to a batch consecutively. The checkbox is located at the bottom
right hand corner of the Adabfm for transactions with a batch. After the Add form is closed,

the next time it is opened the date field(s) will default back to being blank.
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WHAT SHOULD | DO WHEN MONEY IS RECEIVED?

You received money in the form of a cash or check. What should you do now? You will need to
receiptthe moneyinto the UAN system and take the deposit to the ba&vernment revenues
should be deposited daily if the receipt total is more than $1,008u®@unts of less than
$1,000.00 can be deposited the next business day. The board may also approve a policy, by
legislation, to allow up to three days from the receipt of money to the deposit of the money if the
amount is less than $1,000.@0dthe moneycan be safeguarded until the deposit.

WHAT IS A RECEIPT?

Receipts increase cash balar{tend(s) and bank accoun@nd decrease the revenue budget
balance (revenue budgeteceived).

Types of Receipts
1. Standard: Typical receipts from any source
2. Memo: Receipts from which fees were subtracted from the gross amount of the
receipt
3. Interest: Interest earned on checking accounts and investments

WHAT ACCOUNT CODE SHOULD | USE ON THE RECEIPT?

‘PRINT RECEIPTDETAIL

STEPS TO ACCESS
Accountingy Reports & Statements YReceipt Reports

Action or Field Name: Data Entry:

Report Drop Down Menu: Receipt Detail
Year Drop Down Menu: 2016 or 2015
Date: Year

Paper Tab: Leave as defaulted
Filters Tab: Leave as defaulted
Sorting Tab: Leave aglefaulted
Option Tab: Leave as defaulted
Department Tab: Leave as defaulted

Select the receipts to include on the report (if you click on the Receipt Source grid header
it will sort the source of the receipt into alphabetical order)
Click on thePrint button.
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HOW TO POST RECEIPTS

STEPS TO ACCESS
Accounting YTransactions YReceipts

‘HOW TO ADD A RECEIPT

Step 1:  Click on theAdd button.

Step 2:  Select theReceipt Typeto be added (Standard, Memo or Interest).

Step 3:  Select or type in th8ource

Step 4:  Enter thePurpose(if required).

Step 5:  Enter theDeposit Ticketnumber (optional).

Step 6: If the Receipt Type to be added is Interest and is being posted for an investment
account verify or change the selection fdReinvest or Receipt to Primary
Checking.

Step 7:  Select theReceiptdate.

Step 8:  Select theDepositdate.

Step 9:  Select thePostdate.

Step 10: If the Receipt Type to be added is Intefest c | i ¢ Bistribute ptopodiondlly
by fund balance® c hec kb ox i fptamobuatisitorbe eévidedsbetweene c e |
interest account codes based upon each fu

Stepll: 1| f the Receipt Type to be added is I nter
bal ancesd o0peéntentime totakrecdimrowntcin thefotal field in the
Receipt section (located to the right of the Dates section).

Stepl12: 1| f the Receipt Type to be added is I nter.:
bal ancesd opt,itheamountto be eteiptedadcheirdivicdual interest
receipt account can be manually entered for each individual interest account by
clicking on the amount field of each account code under the Receipt Distribution area
and typing in the amount(lf entering amounts for several ingst receipt accounts,
press theEnter button on the keyboard after each amount entry to progress through
the accounts easily.)

Step 13: If the Receipt Type to be added is Interest and there are additional interest account
codes to add to the receipt thae aot already displayealick on the down arrow
located on the right side of the Fund field to selectRined/Interest Account under
the Receipt Distribution area.

Step 14: If the Receipt Type being added is Standard or Medliok on the down arrow
located on the right side of the Account Code field to selecAtitceunt Codeunder
the Receipt Distribution area.

Step 15: Under the Receipt Distribution area, enter Ameount to be receipted for the chosen
account code.

Step 6: Clickonthe6l nsert Rowd logatedaat theend ofithe tigtribution data
entry r ow BEonrt eprroe thlkskeybodard to add the line of distribution to
the receipt. (If any lines of distribution need removed, click onth® e | eantde XR o0
buttonlocated at the end of each line.)

Step 17: If more revenue account code distributions need to be added to the,recetptue
by repeating Steps 116 until complete.
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Step 18: If the Receipt Type being added is Memsharges will need to be added to the receipt
under the Memo Charges are€ko import the charge distribution information from an
open and available purchase order that is to be used for the memo odic&ipty the
Import Purchase button (located belowhe Dates section) and follow the sstieps
below:

Step 18a: Select the purchase ordgype (All, PO Regular, PO Then and Now, BC
Regular or BC Super). The system defaults the field to All.

Step 18b: Select the purchase orddumber.

Step 18c: To impat the Purpose information, click on the checkbox beside the
Purposefield.

Step 18d: The system automatically selects to import the Location information, if the
vendor has multiple locations and the Location from the purchase order
should not be importedinselect it by clicking on the checkbox beside the
Location field.

Step 18e: To import the Distribution information, click on the checkbox besialeh
line of Distribution that is to be imported.(If all lines of Distribution
need imported, simply ckcon the checkbox located in the title bar of the
Distribution area to automatically seleal lines of Distribution.)

Step 18f: Click on thelmport button. (SelectingCloseon this step will prompt the
system to display a mEedmeswilétll mpor t
import the information. Selectingo will exit without saving. Selecting
Cancelwill return to the Import Purchase Order form.)

Step 18g: If additional purchase order information needs impgrtegeat Step 18
(and all of thesubsteps)again.

Step 19: If the Receipt Type being added is Mensharges will need to be added to the receipt
under the Memo Charges aredo manually enter the charge distribution under the
Memo Charges ardallow the substeps below:

Step 19a: Click on the down arrow located on the right side of the Type field to
select theType of charge that will be usedlf the Distribution line was
imported theType of charge cannot be modified.

Step 19b: If the type is PO or BCthen under the Memo Charge®a click on the
down arrow located on the right side of the PO/BC Number field to select
the PO/BC Number. If the Memo Charge line was importetie PO/BC
Number cannot be modified.

Step 19c: Click on the down arrow located on the right side of the AntcCode
field to select théccount Code If the Memo Charge line was imported
the Account Codecannot be modified.

Step 19d: Enter theAmount to be charged to the chosen account cdfithe Memo
Charge line was importeédit theAmount if needed.

Step 19e: Click on the6 | nser t R o wbattonulgrated atrthe wnd of the
di stribution dat aEmrthe m gn thedsywboaodrto pr e s s
add the line of distribution to the memo receip{lf any lines of
distribution need removed, click oreth De | e t ebut®wolocated 4t
the end of each line.)

Step 19f: If more memo charge distributions need to be added to the receipt
continue by repeating Step {#nd all of the sulsteps)again.
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Step 20: Click on theSavebutton to add the receigiSelectingCloseon this step will prompt
the system to display a m¥eswihsjllesavétBeav e Ch
new receipt. Selectinjo will exit without saving. SelectinGancelwill return to
the Add Receipt form.)

Step 21: If more receipts of theame typeneed to be added to the batchntinue by repeating
Steps 20 until complete.If more receipts of aifferent type need to be added to
the batch or all receipt entries are completiek theClosebutton.

Reminder The receipt date cannot be more than 30 days prior to the post date.

Reminder: The deposit date cannot be prior to the receipt date and must be in the current
processing year.

Reminder: The post date cannot be prior to the deposit date and must be inutrentc
processing year.

‘HOW TO POST/PRINT ARECEIPT

Step 1: Place acheckmark beside the receipt(s) to be posted and printed by clicking on the
checkbox on the left side of the receipt batch number.

Step 2:  Click on thePost/Print button.

Step 3: The system displays a message asking whether to post the selected number of items.
Click on theOK button to proceed in posting and printing the selected receipt(s).
(SelectingCancelwill return to the Receipts Maintenance screen without posting and
printing any items.)

Step 4: Next, the system displays a Print box. Click onRhiat button to print the selected
receipts. (The system displays a separate Print box for each receipt type that was in
the selected batch of receipts to be posted and prinBe sure to click on the Print
button for each Print box.)

Step 5: The system displays a message asking if all items printed successfully. Cleson
to finish posting the receipt(s)If there were receipts that did not print successfully,
selectNo to reprint the receipt(s) from the Receipt Utility screen. Refer tdlthe
To Reprint a Receipsection of this manual for the steps.)

CLASS EXERCISE
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‘WHAT IT LOOKS LIKE WHEN THE FISCAL OFFIER DOES ALL THE BANKING

ThePark and Recreation managkops of the following receipand $150.00

R EC E I PT Date 04/05/2016 No. 50016

Received From Sunset Riding School Amount $ 150.00

Amount One hundred fifty XX/100 Dollars

For Payment of Shelter House Rental

Paid by [X] Cash
Check
[ 1 No.

[ ] Money Order
Received By Shelly Bay

You received the following check in the madm a neighboring township for the fire contract

Far Away Township
PO Box 12
Far Away, Ohio 43031 2548
Date: 3/28/2016
Pay
to the
Order of  Buckeye Township Amount | $ 2,638.00
Two Thousand Six Hundred Thirty-Eight and NO/100 ----------- Dollars
Fire
For Contract Signed by fiscal officer

You received a following check and tax settlement sheet in the mail from your county auditor.
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My County Auditor
123 Main Street
Anytown, Ohio 43031

Pay
to the
Order

of  Buckeye Township

45871
Date: 3/25/2016
Amount | $351,108.40

Three Hundred FifyOne Thousand One Hundred Eight and 40/£00 Dollars

For 1st Tax Settlemen

Signed by county auditor

Real Estate Tax 1% Half 2016 Tax Settlement

Tax Levy

General Fund

Operating Levy
*County Health Dist.

Road and Bridge Levy

Cemetery Levy

Park Levy

Fire and EMS Levy

Total

Gross Amount

$91,000.00

$7,020.00
$75,205.00

$37,050.00
$143,650.00
$353,925.00

County Collection
Fees

$500.50

$870.00
$38.61
$413.63
$203.78
$790.08
$2,816.60

Net Amount

$89,629.50
$6,981.39
$74,791.37
$36,846.22
$142,859.92
$351,108.40
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Create a Deposit Ticket and take the money to the bank on the same day that it is received.

12

DEPOSIT TICKET
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Now you will need to post the revenue as receipts on the UAN software.

Click [Add] and selectStandard and the Add Receipt form willopen

Post the following recept for the shelter house rental:

Field: Data Entry:
Source: Sally Bayi Park & Rec
Manager (drop down)
Purpose: Shelter House Rental
Park Receipt #50016
Receipt, Deposit, & Poflates: ([Todayods traini
Deposit Ticket # 12
Receipt Distribution section:
Field: Data Entry:
Account Code 21718020000
Amount: $150.00
CheckméR&EmMé@dmber Dates until form

Click Save, butdo not close.
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Post thefollowing recept for the fire contract check:

Field: Data Entry:

Source: Far Away Township

Purpose: Fire Contract

Receipt, Deposit, & PostDatesi Today 6s traini
Deposit Ticket # 12

Receipt Distribution section:

Field: Data Entry:
Account Code 2191-201-0000
Amount: $2,638.00

Click Save and Close to close the form.
Click [Add] and selectMemo and the Add Receipt form will open.

Post the following receipt for the tax settlement. Never post the net amount of the
receipt. Always show gross revenue minus the expenses like shown below:

Field: Data Entry:

Source: County Auditor(select from drop
down)

Purpose: Property Tax

Receipt, Deposit, & PostDatei Today 6s trai ni i

Deposit Ticket # 12

Receipt Distribution section:

Field: Data Entry:
Account Code: 1006-101-0000
Amount: $91,000.00
Account Code: 2031101-0000
Amount: $ 7,020.00
Account Code: 2041-101-0000
Amount: $75,205.00
Account Code: 2171101-0000
Amount: $37,050.00
Account Code: 2191-101-0000
Amount: $143,650.00
Memo Charges section:
Field: Data Entry:
Type: Direct
Account Code: 100G-110-314-0000
Amount: $500.50
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Type: Direct

Account Code: 2031-330-314-0000
Amount: $38.61

Type: Direct

Account Code: 2041-410-314-0000
Amount: $413.63

Type: Direct

Account Code: 2171610-314-0000
Amount: $203.78

Type: Direct

Account Code: 2191-220-314-0000
Amount: $790.08

Type: BC 36-2016
Account Code: 100G-110-370-0000
Amount: $870.00

Click Save and Close
Click the X header checkbox to select all of the receipts listed and click Post/Print.

Note: the software will display as separate printer utility message for each type of receipt
selected (Standard, Interest, and Memo). Click the Print button on each printer utility
message.

‘WHAT IT LOOKS LIKE WHEN SOMEONE ELSE DOB THE BANKING
You receve the following documentation from the cemetery sexton. He has already deposited
the money at the bank.
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R EC E I PT Date 04/04/2016 No. 60275

Received From

Amount

For Payment of

Received By

Jane Smith Amount $800.00

Eight hundred 00/100 Dollars

Sale of Cemetery Lot A123

Paid by [X] Cash
[ 1 Check No.
[ 1 Money Order
Barry D Ceased

R EC E I PT Date 04/04/2016 No. 60276

Received From

Amount

For Payment of

Received By

Roger Williams Amount | $350.00

Three hundred and fifty 00/100 Dollars

Open\Close Fees Lot B165

Paidby [ ] Cash
Check
[X] No. 2356
[ 1 Money Order

Barry D Ceased

R EC E I PT Date 04/04/2016 No. 60277

Received From

Amount

For Payment of

Received By

Ron Donelly Amount | $1,150.00 |

One thousand one hundred and fifty 00/100 Dollars

Sale of Cemetery Lot D165 $800.00 and Open\Close Fees
$350.00

Paidby [ ] Cash
[X] Check No. 1278

[ 1 Money Order
Barry D Ceased
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Click [Add] and select Standard and the Add Receipt form will open.

Post the following receipt for the cemetery deposit. Since we have a cemetery software
package that tracks the details of each of these receipts we can enter this as a lsum
receipt received from Barry:

Field: Data Entry:

Source: Barry D Ceased, Cemetery
Sexbn (Select from drop down)
Purpose: Sale of lots and Open/Close fe¢

receipt # 60275, 60276, 60277
Receipt, Deposit, & Post Dates| 04/04/2016
Deposit Ticket # Not needed because we are on

posting one receipt for
everything on deposit ticket.

Receipt Distribution section:

Field: Data Entry:
Account Code 2041-804-0000
Amount: $1,600.00
Account Code 2041-302-0000
Amount: $700.00

Click Savebut do not dosethe screen

| DIRECT DEPOSIT

While reviewing the bank activity online you noticedapositwas posted from the state on
04/01/2016.

All revenuefrom the state will be in the form of a direct deposit. You have to adhess
Department of Taxatiowebsite to obtain details on the receipt. Note: Some counties also direct
deposit tax receipts, some will send the details to you in the mail some will require you to look it
up online like the state does.

Department of Tax
Liberty Tow

*Belowisascren shot from the Ohio
of Gasoline Excise Tax distributed by direct depodite ar e usi ng
distribution amount for our receipt example.

AMOUNT FROM

COUNTY 22-CENT PER H.B. 87 TOTAL
NUMBER COUNTY NAME GALLON TAX REVENUE DISTRIBUTION
1 BRATTON $1,278.86 $3,331.36 $4,610.22
1 BRUSH CREEK $1,278.86 $3,331.36 $4,610.22
1 FRANKLIN $1,278.86 $3,331.36 $4,610.22
1 GREEN $1,278.86 $3,331.36 $4,610.22
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1 JEFFERSON $1,278.86 $3,331.36 $4,610.22
1 LIBERTY $1,278.86 $3,331.36 $4,610.22
1 MANCHESTER $1,278.86 $3,331.36 $4,610.22
1 MEIGS $1,278.86 $3,331.36 $4,610.22
1 MONROE $1,278.86 $3,331.36 $4,610.22
1 OLIVER $1,278.86 $3,331.36 $4,610.22
1 SCOTT $1,278.86 $3,331.36 $4,610.22
1 SPRIGG $1,278.86 $3,331.36 $4,610.22
1 TIFFIN $1,278.86 $3,331.36 $4,610.22
1 WAYNE $1,278.86 $3,331.36 $4,610.22
1 WINCHESTER $1,278.86 $3,331.36 $4,610.22

Post the following receipt:

Field: Data Entry:

Source: Treasurer of State

Purpose: Gas Tax Revenliedirect
deposit

Receipt, Deposit, & Post Dates| 04/01/2016

Deposit Ticket #

Receipt Distribution section:

Field: Data Entry:
Account Code 2021-537-0000
Amount: $4,610.22

Click Saveand Close.
Click the X header checkbox to select all of the receipts listed and click Post/Print.
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WHAT SHOULD | DO WHEN | RECEIVE AN INVOICE?

You received an invoice. What should you do nowPhen goods are received, what was
received should be compared with the oribio@er and the packing slip. When an invoice is
received for payment, the invoice should be compared to what was received (packing slip).
Once the invoice has been compared to what was received yablate enter a payment into

UAN according to youret i t y6s p ay nReview thes getremldpayiment restrictions
below before proceeding.

1 Payments can only be made from funds for purposes for which the fund is
established.

1 Any officer, employee, or other person who unlawfully expends or authorizes
expenditure of public money shall personallyliable for the full amount paid from
those funds. The chief legal officer is required to enforce this liability in the name of
the government, and may be forced to do so by any taxpayer.

i Followyour entityds authorized | egislative g
approval to make a payment on invoicebigtween regularly scheduled board
meeting dates.

WHAT IS A PAYMENT?

Payments decrease cash balafficed(s) and bank accouranddecreases the amount left on a
PO/BC or unencumbered balance if charged directly.
Types of Payments
Warrant (printed):

1 A warrant should contain the date, payee name, the amount of dhrantv
(numerical and written), and required signatures. For a Township required
signatures are the Fiscal Officer and two Trustees. For a municipality (city or
village) required signatures are the Fiscal Officer and the Mayor.

1 All warrants should be preumbered and the supply of unused warrants
safeguarded in a locked location with controls to prevent theft or unauthorized
use.

Manual (handwritten):

1 A manual payment is a handwritten warrant entered at a later date into
the accounting software program, wk&s regular warrants are
directly printed from the program.

1 A manual payment (warrant) should contain the same information as
the regular warrant above and have the same required signatures on it.

Electronic (Charge):

1 An electronic payment is used to redopayment amounts that are directly
deducted (charged) to the government 6s
for bank charges, deducted amounts for warrants (checks) provided by the bank to
the government, or even for payments to certain companig®als or services
authorized by the government to be directly deducted from the primary checking
account.
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WHAT ACCOUNT CODE SHOULD | USE ON THE PAYMENT?

PRINT PAYMENT REGISTER DETAIL

STEPS TO ACCESS
Accounting YReports & Statements YPayment Rep

Action or Field Name: Data Entry:

Report Drop Down Menu: Payment Register Detall
Year Drop Down Menu: 2016 or 2015

Date: Year

Paper Tab: Leave as defaulted
Filters Tab: Leave as defaulted
Sorting Tab: Leave as defaulted
Option Tab: Leave aglefaulted
Department Tab: Leave as defaulted

Select the payments to include on the report (if you click on the Payee grid header it will
sort the payees into alphabetical order)
Click on thePrint button.

HOW TO POST PAYMENTS

STEPS TO ACCESS
Accounting YTRagnedsacti ons Y

‘HOW TO ADD A PAYMENT

Step 1:  Click on theAdd button.

Step 2:  Select thdPayment Typeto be added (Warrant, Manual or Electrgni¢if Manual is
the payment type selected, the system will display a message ttatimext available
warrant number. If the Manual payment number entered on Step 7 is greater, then
any skipped warrant numbers will be voided when the payment is posted.)

Step 3:  Select thé/endor.

Step 4. Verify or select the.ocation for the chosen verad.

Step 5: To review a list of all payments made to the selected vemtiok on thePayment
History button.

Step 6: Select thePostdate.

Step 7.  If the Manual is the payment typenter the warrariiumber.

Step 8: To import the detail and/or distdkion information from an open and available
purchase ordeclick on thelmport Purchase Order button and follow the subteps
below:
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Step 9:

Step 10:
Step 11.:

Step 12:

Step 13:

Step 14

Step 15:

Step 16:

Step 17:

UAN Introduction Training: New Fiscal Officer - Accounting Module

Step 8a:

Step 8b:
Step 8c:

Step 8d:

Step 8e:

Step 8f:

Step 8g:

Step 8h:

Select the purchase ordgype (All, PO Regular, PO Then and Now, BC
Regular or BC Super). The system defatlitsfield to All.

Select the purchase ordéumber.

To import the Purpose information, click on the checkbox beside the
Purposefield.

The system automatically selects to import the Location information, if the
vendor has multiple locations and the Location from the purchase order
should not be imported, unselect it by clicking on the checkbox beside the
Location field.

To impott the Detail information, click on the checkbox besédeh line

of Detail that is to be imported.(If all lines of Detail need imported,
simply click on the checkbox located in the title bar of the Detail area to
automatically selecll lines of Detail)

To import the Distribution information, click on the checkbox besiaeh

line of Distribution that is to be imported.(If all lines of Distribution
need imported, simply click on the checkbox located in the title bar of the
Distribution areato automatically seleall lines of Distribution.)

Click on thelmport button. (SelectingCloseon this step will prompt the
system to display a messa¥Xeswilédtll mpor t
import the information. Selectingo will exit without saving. Selecting
Cancelwill return to the Import Purchase Order form.)

If additional purchase order information needs impgrregheat Step 8
(and all of the sulsteps)again.

Under the Detail area, enter tantity. If the Detail line was importecdedit the
Quantity if needed.

Under the Detail area, enteDeescription. If the Detail line was importededit the
Description if needed.

Under the Detall area, enter tbiait Price. If the Detail ine was importededit the
Unit Price if needed.

Clickonthe6 | nser t R o bufion logatedhat theemd of the detail data entry

row

or [En e s s dntthe leeybdard to add the line of detail to the payment.

(If any lines of detaiheed removed, click ontdeD e | e t ebutRmlogaied i the
end of each line.)
If more lines of detail need to be added to the payneamitinue by repeating Steps

9-12 until complete.

Under the Distribution area, click on the dowmnoar located on the right side of the
Type field to select th&ype of charge that will be usedf the Distribution line was
imported theType of charge cannot be modified.

If the type is PO or BC then under the Distribution area, click on d¢wendarrow
located on the right side of the PO/BC Number field to seled®@®&C Number. If
the Distribution line was importethePO/BC Number cannot be modified.

Under the Distribution area, click on the down arrow located on the right fstte o
Account Code field to select th@ccount Code If the Distribution line was
imported theAccount Codecannot be modified.

Under the Distribution area, enter tAenount to be charged to the chosen account
code. If the Distribution line wasmported edit theAmount if needed.
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Step 18: Clickonthe6 | ns er t R o hution logatedaat theend of the distribution data
entry r ow BEonrt eprrée thiskeybdard to add the line of distribution to
the payment.(If any lines of disttiution need removed, click ontheDe | et e Row?®
button located at the end of each line.)

Step 19: If more account code distributions need to be added to the payowtinue by
repeating Steps 148 until complete.

Step 20: Click on theAdditional tab © verify or enter the paymeRurpose(optional).

Step 21: Click on the Save button to add the paymen{SelectingClose on this step will
prompt the system to display VYaswihsetii sage ¢
save the new payment. Selectivigwill exit without saving. Selectingancelwill
return to the Add Payment form.)

Step 22: If more payments of theame typeneed to be added to the bataontinue by
repeating Steps-31 until complete.If more payments of different type need to be
added to the batch or all payment entries are compibté theClosebutton.

‘ HOW TO POST/PRINT APAYMENT

Step 1: Place acheckmark beside the payment(s) to be posted and printed by clicking on the
checkbox on the left side of the payment batch number.

Step 2:  Click on thePost/Print button.

Step 3: The system displays a message asking whether to post the selected number of items.
Click on theOK button to proceed in posting and printing the selected payment(s).
(SelectingCancel will return to the Pgments Maintenance screen without posting
and printing any items.)

Step4: A Next Warrant Number form will be displayed. The system automatically
defaults theUser Selected #o the next available warrant number in the system;
however, it can be change@nce the corred!ser Selected #s entered, click on the
OK button to proceedSelectingCancelwill return to the Payments screen.)

Step 5:  If the User Selected # is different than the next available nyrabmessage will be
displayed stating the nurabof warrants being skipped will be voided. Click on the
OK button to proceed in printing the warranfSelectingCancelwill return to the
Next Warrant Number form.)

Step 6: Next, the system displays a Print box. Click onRhi&t button to print theselected
payments. (The system displays a separate Print box for each payment type that was
in the selected batch of payments to be posted and printed. Be sure to click on the
Print button for each Print box.)

Step 7:  The system displays a message ragki all items printed successfully. Click ofes
to finish posting the payment(s).(If there were payments that did not print
successfully, sele®o to reprint or reissue the payment(s) from the Payment Utility
screen. Refer to thdow To Reprint a Rymentor theHow To Reissue a Payment
sections of this manual for the steps.)

Reminder  Manual payments are posted immediately, while warrant and electronic payments

are saved into a batch.

Reminder. Warrants can only be combingfithe 6 Pr i nwa rornaen t pedo vendo

button is selected and the vendor, post date, and vendor location all match for the
selected warrant payments that are to be combined.
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If a warrant hasdistribution to more than 20 account codeplease review the
Payment Register Detail report for a detail listing of all account codes distributed
to the warrant. The Payment Register Detail report is located at Accoufyting
Reports & Statemens Payment Reports.

CLASS EXERCISE

We are preparing all our payments éar meeting on April 7, 2016

‘ UTILITY PAYMENT S

Most local governments will receive multiple electric, natural ggephoneand other utility

bills. The bills will represent various buildings, street lights, and other locations throughout your
local government that require utilities. Most governments allocate the expenditures to the
program code thahcurredthe expense. e easiest way to do this is create a spreadsheet that
will allow you to combine all the bills and determine expenditure allocation of cutrenh t h 0 s
bills. Our class example is fthe Marchelectrichill s.

Electric Bills received by meeting of: 04/07/2016

Total Dept. Dept. Address
$ 37.50 Park $ 37.50 Park Corner of Gay/Long
$ 66.02 Townhall $ 66.02 Townhall 199 N. High St
$303.98 Fire house | $303.98 | Fire 2635 S Main St
$ Street Street Garage | 1975 Elm St
$ 89.98 Streets $62.71 Streets Traffic Signal 1 Main St
$ 8.92 Streets Traffic Signal i High St
Streets 11 3" St
$18.35 Streets 1153 Long St
$ 78.44 Cemetery $52.45 | Way Cemetery | 854 Long St
Green Hills
Cemetery 150 County Line Road
Maplewood
Cemetery 12541 Miller Road
Eastlawn
$25.99 | Cemetery 4483 Jug St
TOTAL
$ 575.92 | BILLS
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Click [Add] and select Warrant and the Add Payment form will open.

Vendor section:

Action or Field Name: Data Entry:

Vendor: Sparkly Electric

Location: Administrative Office

Date: 04/07/2016

Selectimport Purchase Order The import button is best used for
PO6s it will all
multiple account codes and detail
information.

Import Purchase Order:

Action or Field Name:

Data Entry:

Number

PO Regular 12016 (We are paying
the March bill with the PO thatas
open at that time. We are not using
the new one we opened for Apiil
December)

Detail:

Click theX header checkbox to sele
all detail line items

Distribution

Click theX header checkbox to sele
all distribution line items

Select the Import biton

Detail section:

Action or Field Name: Data Entry:

Quantity: Default from PO Import
Description: Default from PO Import
Unit Price: $575.92

Click Insert Row Arrow

Distribution section:

Edit the Following Accounts

Edit the Amounts:

1003-120-351-0000 $66.02

2021-330-351-0000 $89.98

2041-410-351-0000 $78.44

2171-610-351-0000 $37.50

2191-220-351-0000 $303.98
CheckmédRE&Emé@mber Dates unti|l form

Click Save, butdo not close.
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|AUTO FUEL BILL

Most local governments will receive one fuel bill aroi will have to usdabeledreceipts to
determine the correct department allocation. Our class example is for Makplirchases

Cemetery| Street Fire Parks Total
$ 67.00| $ 40.00 | $ 35.01
$ 4900 $ 6640 | $ 66.40
$ 43.00| $ 40.00
$ 69.00| $ 65.00
$ 63.00| $ 30.01
$ 40.01| $ 30.00
$ 35.00
$ 40.01
$ - $ 331.01| $ 346.42 | $ 10141 | $ 778.84
Vendor section:
Action or Field Name: Data Entry:
Vendor: Corner Gas Mart
Location: Defaults
Date: 04/07/2016
Detail section:
Action or Field Name: Data Entry:
Quantity: 1
Units: Statement
Description: Fuel
Unit Price: $778.84
Invoice Number: CGM547892
Distribution section:
Action or Field Name: Data Entry:
Type: BC
PO/BC #: 16-2016
Account Code: Defaults
Amount: $331.01
Click Insert Row Arrow
Type: BC
PO/BC #: 20-2016
Account Code: Defaults
Amount: $346.42
Click Insert Row Arrow
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Type: BC
PO/BC #: 19-2016
Account Code: Defaults
Amount; $101.41
Click Insert Row Arrow

Click Save, butdo not close.
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‘ MISCELLANEOUSINVOICES

Received tk following invoicein the mail:
Lion, Cheetum & Billum

PO Box 12
125 High Street
Anytown, Ohio 43216

8543
March 26, 2016
BT 78123

Invoic
Date Type e#

Mar
3/3/2016 62587

Buckeye
Township

BT 78123

8543

March 26, 2016
$100.00

Vendor section:

(413) 5550190
(413) 5550191

someone@example.com

Fiscal
Officer

Buckeye Township
168 Township Road 6
Anytown, Ohio 43216

Descriptio Paymen
n Amount t
Preparation

of

Legislation $ 100.00

Total

Balance

$ 100.00

$
100.00

Action or Field Name: Data Entry:

Vendor: Lion, Cheetum & Billum
Location: Home Office (default)
Date: 04/07/2016
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| Selectimport Purchase Order \

Import Purchase Order:

Action or Field Name: Data Entry:

Number PO Regular 2016

Detail: Click theX header checkbox to sele
all detail line items

Distributior Select 100a110-311-0000

Select the Import button

Detail section:

Action or Field Name: Data Entry:

Quantity: Default from PO Import

Description: Change to Preparation of Legislatior]
Unit Price: $100.00

Distribution section:
Edit the Following Accounts Edit the Amounts:
1000-110-311-0000 $100.00

Click Save, butdo notclose.
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Received thdollowing invoice in the mail:

Gravel Pit

480 Township Road 651
Anytown, Ohio 43216

(413) 5550190
(413) 5550191

someone@example.com

9865 Fiscal Officer
March 17, 2016 Buckeye Township
7278123 168 Township Road 6
Anytown, Ohio 43216
Invoice
Date Type # Description Amount Payment Balance
45 Tons of
3/12/2016 45A235 Salt $ 325.00 $ 325.00
Total $ 325.00
Buckeye Townshif
7278123
9865
March 17, 2016
$325.00
Vendor section:
Action or Field Name: Data Entry:
Vendor: Gravel Pit
Location: Accounts Payablélefault)
Date: 04/07/2016
Select ImporPurchase Order
Import Purchase Order:
| Action or Field Name: | Data Entry:
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Number PO RegulaB-2016

Detail: Click theX header checkbox to sele
all detail line items

Distributiorn Click theX header checkbox to sele
all distribution line items

Select the Import button

Detail section:

Action or Field Name: Data Entry:

Quantity: Default from PO Import
Description: Default from PO Import
Unit Price: $325.00

Click Insert Row Arrow

Distribution section:
Edit the Following Accounts Edit the Amounts:
2021-330-420-0000 $325.00

Click Save and dose.
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WHAT SHOULD YOU DO WHEN YOU RECEIVE AN INVOICE AND
DO NOT HAVE A PO/BC IN SYSTEM TO PAY IT?

Received thdollowing invoice in the mail:

Honest Ab

1250 Township Road 651
Anytown, Ohio 43216

4746
April 2, 2016

(413) 5550190
(413) 5550191

someone@example.com

Fiscal Officer

Buckeye Township

3571489 168 TownshipRoad 6
Anytown, Ohio 43216

Invoice
Date Type # Description Amount Payment Balance
Snow Plow
4/1/2016 92451 Repair $1,675.00 $ 1,675.00

Total $ 1,675.00

Buckeye Townshig
3571489

4746
April 2, 2016
$1,675.00

When you try to post the payment in UAN, you realize no PO or BC exists in the system for the
repair made to the snowplow(ou will need to add a PO Then and Now. When you try to add
the PO you discover that the Vendor is not in the systéou will need to add the new vendor.
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CLASS EXERCISE

‘ ADD THE VENDOR/PAYEE

STEPS TO ACCESS
Gener al YMai ntenance YVendors /| Payees

Before adding a vendor to the software you need to collect a W. If you add the
vendor without one you will not be able to properly fill out the form and if you pay the
vendor you lose your leverage to collect the necessary tax information.

Action or Field Name: Data Entry:

Name: Honest Ab

Available In: Select Accounting Purchases & Paymen
1099 Information: Select 1099 Required

Tax ID: 32-4789254

Select the Add button
Select Ok on the save now?

Description: Billing Address
Line 1: PO Box 1254
City: Anytown
State: Ohio

Zip: 43216

Select Save then Select Close

Click on the Savebutton.

‘ADD THE PO THEN ANDNOW

STEPS TO ACCESS
AccountingY Transaction& Purchase Orders

Click [Add] and select PO then and Now and the Add Purchase Order form will open.

Action or Field Name: Data Entry:

Vendor: Honest Ab

Location: Billing Address

Issue: Todayébés training cl
Expires: Leave blank

Certified: Today 0 s clasgfake date n g
Then: Enter April £ (date the repair was made)
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Detail section:

Action or Field Name: Data Entry:
Quantity: 1
Description: Snow plow repair
Unit Price: $1,675.00
Click the Insert Row Arrow

Distribution section:
Action or Field Name: Data Entry:
Account Code: 2021-:330-323-0000
Amount: $1,675.00

Click the Insert Row Arrow

Click Save and Close.

Click the X header checkbox to select all of the purchases listed and click Post/Print.

‘ADD THE PAYMENT

STEPS TO ACCESS

AccountingY Transactiony Payments

Click [Add] and select Warrant and the Add Payment form will open.

Vendor section:

Action or Field Name: Data Entry:
Vendor: Honest Ab
Location: Billing Address (default)
Date: 04/07/2016
Select Import Purchagerder
Import Purchase Order:
Action or Field Name: Data Entry:
Number PO Then & Now
Detail: Click theX header checkbox to sele
all detail line items
Distribution Click theX header checkbox to sele

all distribution line items

Select thémport button

Detail section:

Action or Field Name: Data Entry:
Quantity: Default from PO Import
Description: Default from PO Import
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Unit Price: | $1,675.00
Click Insert Row Arrow

Distribution section:
Action or Field Name: Data Entry:
2021-330-323:0000 $1,675.00

Click Save and Close.
Click the X header checkbox to select all of the receipts listed and click Post/Print.

HOW DO | FIX A PAYMENT POSTED FOR THE WRONG AMOUNT?

Whenyou werereviewing the checks printed and comparing them to the invgaesotice that
the payment for fuel was for too much mon&fou need to voidthe current paymernd repost
it for the correct amount.

CLASS EXERCISE

‘VOID THE PAYMENT

STEPS TO ACCESS
Accounting YUtilities YPayment Utility

CLASS EXERCISE

Void the paymentto Corner Gas Mart dated 04/07/2016

Use a void date of 04/07/2016. When possible always use the post date of the item as the
void date.
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ChaptekKi nali Ment he

HOW SHOULD | FINISH OUT THE MONTH?

Run training class datafile #5

RECONCILE THE BANK RECONCILIATION BUT DO NOT POST

Bank Reconciliation Reminders:

1 Review the bank statementBostany items that have not been posted to the UAN
system. The most common items are list below:

Interest Receipts AccountingYTransacti of

Bank Fees Accounting YTransacti @

Add the bank reconciliation

Input the bank balances off tharik statements.

Clear receipts on the PrimaryReceipts tab that are listed on the bank statemdnts.

some cases you may need to clear receipts that are not on your bank statement such as

grants that are just being run through your books or receiptsdpotus correct OAF from

previous bank reconciliations.

1 Clear warrants and electronic payments on the Prifn&syments tab that are listed on

the bank statementdn some cases you need to clel@ctronic payments that are not on

your bank statemenush as grant or loan distribution made directly to the vendor by a

third party that you are running through your books or payments posted to correct OAF

from previous bank reconciliations.

o Review the list of outstanding warrants for alérrantdates Warrants should be
researched and dealt with in a timely manner.

Clear all items on the PrimaryAdjustments tab each month.

Clear investment activity on the Secondaries & Investments tab that are listed on the bank

statements.

1 It may be necessary to clear Other Adjusting Factors from a previous month that were
corrected in the current month.

1 We never recommend inputting an amount on the Other Adjusting Factors tab unless it is
something that is outside your control and canm® corrected in the system prior to
posting the bank reconciliationA good example of this would be credit card payments
received from water customer near the end of the month that have been receipted in the
software but have not been posted to theklinthe credit card processing compariy.
you have items thatou need to post or correct the systemmwe recommend you save
your progress on the bank reconciliation and go post those ttensedit the bank
reconciliation to clear the newly posted itenSommon items are listed below with the
menu options taccess

Receipts (Direct Deposited) |[AccountingYTransacti of

Electronic Payments (Online ( Accountingf Tr ansacti ons YP4g

Automatic Payments

Receipt Posting Correction |[Accounting YUtilities

= =4 =

= =
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| Payment Posting Correction [Accounting YUtilities|
1 Review the Reconciliation & Post tab.

o |If a redx is displayed, you will need to continue looking until the error can be
identified. Remember that the number you are looking for could be a combination of
different numbers both positive and negative.

A Verify the information on each tab for accuracy.
A Try using the Bank Rec Worksheet that is located on the left menu option at
the bottom under FAQ. It will help you look at the bank reconciliation in a
different way.
o If a green checkmark is displayed, congratulations you have reconciled doshdheo
bank reconciliation yet proceed to the next step.

Note: If you entity accepts credit cards you will find they cause issues with the reconciliation
process. Please call UAN to discuss your specific situation.

CLASS EXERCISE

Use the following bank statements to recondilaril. Post any missing interest receipts or
electronic payments. When you have a green checkmark on the Reconciliation and Post tab stop
do not post the bank reconciliation.
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CHECKING ACCOUNTSTATEMENT EXAMPLE:

Buckeye Township
121725 Democracy Way
Buckeye, OH 44444

Interest bearinghecking Account 0123456

Statement Activity from: Beginning Balance $174,474.92

April 1, 20167 April 29, 2016 Credits(+) 375,006.43
Debits €) 65,209.32
Feegs(-) 57.75
Ending Balance $484,214.28

Deposit/Credit Activity (+)

4/01  State of Ohio 4,610.22 4/04 Deposit 2,300.00
4/05 Deposit 353,896.40 4/18 Deposit 800.00
4/18 Deposit 13,018.00 4/29 StarOhio 265.06
4/29 Interest 1511931 14.30

4/29 Interest Checking 102.45

Check Activity €) (In check numbered order) *indicates next warrant nunsgped

CK# Date Paid Amount CK # Date Paid Amount
3560* 4/01 125.00 3582 4/09 1,088.99
3572 4/22 778.84 3583 4/09 137.81
3574 4/12 325.00 3584 4/09 287.11
3575 4/12 1,675.00 3585 4/14 190.00
3576 4/12 1,791.40 3586 4/11 375.00
3577 4/12 31.97 3587 4/14 261.25
3578 4/12 31.97 3588 4/12 575.92
3579 4/12 30.64 3589 4/09 682.79
3580 4/14 1,423.72 3590*4/25 795.00
3581 4/08 1,138.85 3592 4/15 17,000.00
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Electronic Payment Activity-{

Date Paid Amount
4/08 6,403.72
4/08 192.95
4/08 634.27
4/08 100.00
4/08 2,766.50
4/08 125.39
4/08 101.85

Version 2016 Revised 3/2016

Date Paid
4/08
4/08
4/22
4/29
4/29
4127

Amount

3,717.17
3,295.44
6,469.71
521.00
12,135.06
57.75
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INVESTMENT STATEMENT EXAMPLE 1:

Buckeye Township
121725 Democracy Way
Buckeye, OH 44444

StarOhio Account101371973

StatemenActivity from: Beginning Balance $575,000.00

April 1, 20167 April 29, 2016 Credits (+) 0.00
Debits €) 0.00
Fees) 0.00
Ending Balance $575,000.00

Interest earned during statement period

4/29  Paid to checking0123456 $65.06

INVESTMENT STATEMENT EXAMPLE 2:

Buckeye Township

121725 Democracy Way

Buckeye, OH 44444

Certificate of Deposit Account 1511931

Statement Activity from: Beginning Balance $25,000.00

April 1, 20161 April 29, 2016 Credits (+) 0.00
Debits €) 0.00
Fees {) 0.00
Ending Balance $25,000.00

Interest earned during statement period

4/29 Paid to checkingd123456

Version 2016 Revised 3/2016
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INVESTMENT STATEMENT EXAMPLE 3:

Buckeye Township
121725 Democracy Way
Buckeye, OH 44444

Money Market Checking Account115801

Statement Activity from: Beginning Balance $407,354.58

April 1, 20161 April 29, 2016 Credits (+) 140.01
Debits €) 0.00
Fees) 0.00
Ending Balance $407,494.59

Interest earned during statement period

4/29 Interest 140.01

INVESTMENT STATEMENT EXAMPLE 4:

Buckeye Township

121725 Democracy Way

Buckeye, OH 44444

No-InterestChecking Account115801

Statement Activity from: Beginning Balance $18,000.00

April 1, 20161 April 29, 2016 Credits (+) 0.00
Debits €) 0.00
Fees) 0.00
Ending Balance $18,000.00

No activity toreport

Version 2016 Revised 3/2016
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WHAT REPORTS SHOULD | USE TO VERIFY TRANSACTIONS?

INVESTMENT ACTIVITY

TheInvestment Activity report contains all the detailed activity for each individual investment
for a specified time period.

Column Descriptions:

PostDatei The date input on the transaction.

Transaction Daté The actual calendar date the transaction was posted.
Fundi Fund number

Investment Detail Description of transaction

Interest Receipt All interest receipts for investments

Other Receipts/ExpenditureCapital gains or capital losses

Reinvested Interest Receiptnterest receipts that were reinvested andindiease the
investment balance

Investment Debit Increases the investment balance
Investment Credit Decreases the investment balance
Investment Balance Running investment balance

= =4 =48 -4 _-9_-°

= =4 =4

‘ PRINT INVESTMENT ACTIVITY

STEPS TO ACCESS
Accounting 4YReme ntsmedReSotts

Action or Field Name: Data Entry:

Report Drop Down Menu: Investment Activity

Year Drop Down Menu: 2016

Date: Select the month you are finalizing
Paper Tab: Leave as defaulted

Filters Tab: Leave as defaulted

Sorting Tab: Leave as defaulted

Option Tab: Leave as defaulted

Department Tab: Leave as defaulted

Select all items in the grid.
Click on thePrint button.
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‘REVIEW THE FOLLOWINGITEMS ON THEINVESTMENT ACTIVITY

1 Verify interest receipt posting
o0 Review thanterestreceipts column and threinvestednterestreceipt columrfor
correct posting of the interest receipt. If the receipt was not posted correctly use the
Receipt Utility screen to void it. Accou
receipt was not posted use the Receipt screen to post the rég=ptintirg
Y Transaction& Receipts
9 Verify thatcurrent investment balance
o0 Review thanvestmenbalance column to determine if tberrent balance of the
investment matches the bank statement.

REVENUE LEDGER

TheRevenue Ledgeiis used to review all remeie account activity posted during a selected time
period.

Column Descriptions:

Post Daté The post date input on the transaction.

Transaction Daté The actual calendar date the transaction was posted.

Sourcel The source selected on the receipt.

Purposei Purpose or reason given for transaction.

Process IO Internal system tracking number.

Receipt # The receipt number assigned by the system when the receipt was posted.
Revenud This represents the amouritaash received and a decrease to the élaaly

balance.

Debiti Increases to the budgetary balance.

Crediti Decreases to the budgetary balance.

Budget Balancé Allows the government to compare the amount of estimated revenue
(revenue budget) and actual receipts. A positive revenue budgetéahdicates the entity

has not yet received more revenue than estimated in the revenue budget. A negative revenue
budget balance indicates the entity has received to date more revenue than estimated in the
revenue budget.

= =4 =4 -8 -8 -9 -9

E

‘ PRINT REVENUE LEDGER

STEPS TO ACCESS
Accounting YReports & Statements YRevenue Rep

Action or Field Name: Data Entry:

Report Drop Down Menu: Revenue Ledger

Year Drop Down Menu: 2016

Date: Select the month you are finalizing

Version 2016 Revised 3/2016 Page 101



UAN Introduction Training: New Fiscal Officer - Accounting Module

Paper Tab: Leave as defaulted
Filters Tab: Leave as defaulted
Sorting Tab: Leave as defaulted
Option Tab: Leave as defaulted
Department Tab: Leave as defaulted

Select all items in the grid.
Click on the Fint button.

‘REVIEW THE FOLLOWINGITEMS ON THE REVENUELEDGER

T

l

Revenue posted to the wrong account code.

0 Review the receipts posted in the revenue column of the report to verify that the
receipt has been accurately posted to the correct fund and account nifraber.
posting error has occurrgg receipt reallocatiocan be posted on the Receipt Utility
screen. Accounting YUtilities YReceipt

Verify that the budget balance is on track for where you are in the year.

o Review the budget balance compared to the final budget amount listed by account
code. Are you receiving the amount of revenue you were anticipating?

A If you are receiving more revenue than you were anticipating, it may indicate
that you need to send for an amended certificate if you are receiving more
money than anticipated for the ewtfund.

A If you are receiving less revenue than you were anticipating, it may indicate
that you need to plan to cut spending and reduce appropriations if you are
receiving less money than anticipated for the entire fund.

Important Note: Do not make budgetary changes based on one accounts information or
one month of data. All revenuebudgetdecisions are made at a fund level not at the
account code levelone account may be receiving extra revenue and another account falling
behind 1 and so they balaceeach other out. It is possible for an account to look like it

may receive more money than anticipated but in reality it only receives one or two receipts
per year. Review reports monthly and if a trenddevelopsfinancial decisions can then be
addressd. Call UAN if you have additional questions on this concept.

PURCHASE ORDER STATUS

ThePurchase Order Statusdisplays a summary of key information for Purchase Orders.

Column Descriptions:

T

= =4 -8 -9

Purchase Order #The Purchase Order number assigbgdhe system when the PO Or BC
was posted.

Typei BC Super, BC Regular, PO Regular or PO Then and Now

IssueDatel Theissuedate input on the transaction.

Transaction Daté The actual calendar date the transaction was posted.

Vendor- Thevendor that vas input on the transaction.
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Statusi Open, Closed or Batch

Account Codd Appropriation Account Code

Account Namé Object code description for account code

Amount Encumbered The opening amount or carry forward balance of the PO

Amount Charged Theamount that was spent against the PO

Amount Adjusted The amount that the PO was either adjusted (decrease only) or closed
Amount Oversperit The amount that the PO was overspent

Available Balancé The current amount left on the PO

= =4 =4 -8 _48_9_95_2

‘ PRINT PURCHASE ORDERSTATUS

STEPS TO ACCESS
Accounting YRepo PurchasefOrdsRepprtse ment s Y

Action or Field Name: Data Entry:

Report Drop Down Menu: Purchase Order Status
Year Drop Down Menu: 2016

Date: Year

Paper Tab: Leave as defaulted
Filters Tab: Leaveas defaulted
Sorting Tab: Leave as defaulted
Option Tab: Leave as defaulted
Department Tab: Leave as defaulted

Select all items in the grid.
Click on thePrint button.

‘REVIEW THE FOLLOWINGITEMS ON THEPURCHASE ORDER STATS

T PO6s that you have finished posting payments
o0 ReviewtheP O6s | i sted on the report. l denti fy
payments against. Use the Purchase Order
Account i ng P¥rthase Orddptilite s Y
1 Verify that the amount remaining on &@r BCwill cover future expenditures.
o0 Review theavailable balance column to determine if the remaining balance of the PO
wi || cover future expenditures. I f you i
expenditures a new PO will need to be opened on the Purchase Orders screen.
Accounting YTransactions YPurchase Orders

CLASS EXERCISE

Version 2016 Revised 3/2016 Page 103



UAN Introduction Training: New Fiscal Officer - Accounting Module

We are ready to close the BCs that expired on 03/31/2016. This willdréese appropriations
foruse orotherP O6 s B&@ a d . Wenvoicafor e fioerdepartment for office supplies
that was ordered on 03/31/2016 for $25.00 that we have not paid the bill for yet.

STEPSTO ACCESS
Ac c o u n UtlitiesgY PYur ¢ h a sUtllityOr der

|CLOSEEXPIREDBC
We are going to close all expired BCs excep2026.

Change the Status filter to expired.

Click theX header checkbox to select all of Be&C 0 s
Uncheck BC 12016.

Click on the Close Item button.

Use04/30/2016

Click Ok.

| ADJUST BC

We are goindo reduce expired BC 12016 to the $25.00 that we need to pdyture bill.

Select BC 12016.
Click on the Adjust button.

Action or Field Name: Data Entry:

Purpose: To reduce down to amount needed to pa
future bill

Date: 04/30/2016

Adjustment(-) -125.00

Select Post

Print Adjustment Repaort No

\CLOSE ZERO BALANCE B
We are going to close all zero balance POs.

Change the Status filter to Zero Balance.

Click theX header checkbox to select all of RO 6 s
Click on the Close Item button.

Use 04/30/2016.

Click Ok.
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APPROPRIATION LEDGER

TheAppropriation Ledger is used to review all appropriation account activity posted during a
selected time period.

Column Descriptions:

Post Daté The post date inpuin the transaction.

Transaction Daté The actual calendar date the transaction was posted.

Process 1D Internal system tracking number.

Vendor/Payed The vendor/payee selected on the transaction screen.

Purposé Purpose or reason given for transaicti

PO/BC- Thepurchase order number used in recording the transaction.
Payment/Receipt # The Payment or Receipt number assigned by the system when the
transaction was posted.

1 Expenditure This represents the amount of caglent and a reduction tke PO balance (if
one was used).

Debiti Decreases the unencumbered balance

Crediti Increases the unencumbered balance

Unencumbered BalangeThis represents the remaining amount of the appropriation. The
amount that has not already been spentamfsed to be paid through the issuance of a PO
or BC.

= =4 =4 -8 _-4_9_-°

= =4 =

‘ PRINT APPROPRIATIONLEDGER

STEPS TO ACCESS
Accounting YRepo ApgprepridionSepats e ment s Y

Action or Field Name: Data Entry:

Report Drop Down Menu: AppropriationLedger

Year DropDown Menu: 2016

Date: Select the month you are finalizing
Paper Tab: Leave as defaulted

Filters Tab: Leave as defaulted

Sorting Tab: Leave as defaulted

Option Tab: Leave as defaulted

Department Tab: Leave as defaulted

Select all items in the grid.
Click on thePrint button.
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‘REVIEW THE FOLLOWINGITEMS ON THEAPPROPRIATIONLEDGER

1 Paymentgosted to the wrong account code.

o0 Review thepaymentgposted in thexpenditurecolumn of the report to verify that the
paymenthas been accurately posted to the correct fund and account number. If a
posting error has occurrechaymentreallocation can be posted on tPa@yment
Utility screen. Paymenttilityt i ng YUtilities Y

1 Payments posted to the wrong PO or. BC

o0 Review the payments posted in the PO/BC column of the report to verify that the
payment has been accurately posted to the PO or BC. If a posting error has occurred
a payment reallocation can be posted on the Payment Utility screen. Accounting
YUtisiYPayment Utility.

1 Verify that theunencumberebtlalance is on track for where you are in the year.

o0 Review theunencumbered tence compared to the finappropriatioramount listed
by account codeDo you have enough appropriations left to meet fuinencial
obligations that are natready included on an open PO?

A If you are not going to have enough appropriations to meet future financial
obligations, you need to look at other accounts to find out where you may
have more appropriations than yaxe going to need within the same fund.

1 If you can find another account in the same fund that has additional
appropriations, follow the steps below to determine what approval is
necessary and post supplemental appropriation budgets.

o If you identify an account code that you can increase and
decrease that is within the same legal level of control use the
Appropriation Budget screen to post a reallocation.
Accounti ng Y MppropriatenBadget. e Y

o If you identify an account codedahyou can increase and
decreaséut it is not within the samlegallevel of control you
will need to pass legislation at your next meeting to make the
change then use the Appropriation Budget screen to post a
reall ocati on. A c c Approptiatiomg Y Mai n't
Budget.

o If you cannot identify an account that you can decrease you
will need to determine if appropriations can be increased
within the fund or if spending will need to be cut. Call UAN
Support for additional guidance.
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EVERYTHING IS CORRECT WHAT IS THE NEXT STEP?

POST THE BANK RECONCILIATION

Bank Reconciliation Reminders:
1 Select the bank reconciliation in the grid then select the Edit button.
1 Clear any adjustments that you made when reviewing reports.
1 Review the Reconciliatio& Post tab.
o |If a green checkmark is displayedongratulations you have reconciladdit is time
to click on the Post/Print button.

CLASS EXERCISE

Post the bank reconciliation.
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ChapteRPr epairrea rFnif alr mat Meat f ng

WHAT SHOULD | PRINT FOR MY MEETING?

FUND SUMMARY

TheFund Summary report summarizes the fund balances at the start and end of the specified
month by fund.

Column Descriptions:
1 Fund # Fund number

1 Fund Namé& Fund Description
i Starting Fund BalandeFundbalance at the start of the selected month.
1 Month To Date RevenueRevenue posted for fund for the selected month.
1 Year To Date RevenueRevenue posted for the fund, year to date through the selected
month end.
1 Month To Date ExpenditurédsExpenditure posted for fund for the selected month.
1 Year To DateExpenditures Expenditures posted for the fund, year to date through the
selected month end.
1 Ending Fund Balanck Fund balance at the end of the selected month.
1 Current Reserve for Encumbrarick ns pent bal ances of open POOs

end.
1 Unencumbere&und Balancé Ending fund balance minus the current reserve for
encumbrance for the selected month.

‘PRINT FUND SUMMARY

STEPS TO ACCESS
Accounting YRepo ManagendenRedordsst e ment s Y

Action or Field Name: Data Entry:

Report Drop Down Menu: Fund Summary
Year Drop Down Menu: 2016

Date: Month

Paper Tab: Leave as defaulted
Filters Tab: Leave as defaulted
Sorting Tab: Leave as defaulted
Option Tab: Leave as defaulted
Department Tab: Leave as defaulted

Select all items in the grid.
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Click on thePrint button.

REVENUE SUMMARY

TheRevenue Summaryreport summarizes the revenue account codes for each fund by revenue
type.

Column Descriptions:

Final Budgeti Amountentered as the revenue budget

Month To Date RevenueRevenue posted for the selected month.

Year To Date RevenuieRevenue posted year to date through the selected month end.
Budget Variancé Year to Date Revenud-inal Budget

YTD % Received % of the revenue budget that has been received.

= =4 =4 -8 A

‘ PRINT REVENUESUMMARY

STEPS TO ACCESS
Accounting YRepo ManagendenR8gordsst e ment s Y

Action or Field Name: Data Entry:

Report Drop Down Menu: Revenuesummary
Year Drop Down Menu: 2016

Date: Month

Paper Tab: Leave as defaulted
Filters Tab: Leave as defaulted
Sorting Tab: Leave as defaulted
Option Tab: Leave as defaulted
Department Tab: Leave as defaulted

Select all items in the grid.
Click on thePrint button.
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APPROPRIATION SUMMARY

The Appropriation Summary report summarizes appropriation account codes for each fund by
program type.

Column Descriptions:

T

T
)l

= =

1
1

bal ances

Reserved for Encumbrance 12/31 Less Adjustmieiarry over encumbrances minus the
outstanding balance at the time they wdosed.

Final Appropriatiori Amount entered as thteppropriation bdget.
Total Appropriationg Reserve for Encumbrance 12/31 Less Adjustmiefisal
Appropriations
Month To DateExpenditures Expenditureposted for the selected month.

Year To DateExpenditure$ Expendituregposted year to date through the selected month
end.
Current Reserve for Encumbraricel n s p e n t
end.
Unencumbered BalanéeAmount of the final appropriation balance that has nehispent
or reserved.
YTD % Expenditures % of thetotal appropriationthat has beespent

of open POOGSs

‘ PRINT APPROPRIATIONSUMMARY

STEPS TO ACCESS

Accounting

YReports

& Statement s

YManagement

Action or Field Name: Data Entry:

Report Drop DowrMenu: AppropriationSummary
Year Drop Down Menu: 2016

Date: Month

Paper Tab: Leave as defaulted
Filters Tab: Leave as defaulted
Sorting Tab: Leave as defaulted
Option Tab: Leave as defaulted

Department Tab:

Leave as defaulted

Select all items in the grid.
Click on thePrint button.
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PAYMENT LISTING

The Payment Listing presents all selected payments in a list format and includes the warrant

number, post date, transaction date, payment type, vendor/payee, amouatusnd st

‘ PRINT PAYMENT LISTING

STEPS TO ACCESS

Accounting

Y Re p o PayrsenRRepoBs at ement s Y

Action or Field Name: Data Entry:

Report Drop Down Menu: Paymentisting

Year Drop Down Menu: 2016

Date: Month

Paper Tab: Leave aglefaulted

Filters Tab: Leave as defaulted

Sorting Tab: Leave as defaulted

Option Tab: Select Print Purpose Information
Department Tab: Leave as defaulted

Select all items in the grid.
Click on thePrint button.

BANK RECONCILIATION SUMMARY

The Bank Reconciliation Summary comprises all of the same information as the Bank
Reconciliation Report and includes the corresponding Fund Status for selected bank

reconciliation.

‘ PRINT BANK RECONCILIATION SUMMARY

STEPS TO ACCESS

Account i ng SYRad peorBangRednkiliatiorReports

Action or Field Name:

Data Entry:

Report Drop Down Menu:

Bank Reconciliation Summary

Year Drop Down Menu:

2016

Date:

Year

Paper Tab:

Leave as defaulted
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Filters Tab: Leave as defaulted
Sorting Tab: Leave aslefaulted

Option Tab: Leave as defaulted
Department Tab: Leave as defaulted

Selectthe last month reconciled
Click on thePrint button.

WAGE WITHHOLDING DETAIL

TheWage Withholdings Detailreport lists the wage and withholding information for each
selected employee. The report displays each employee payment separately by employee name
for the time period chosen.

‘ PRINT WAGE WITHHOLDING DETAIL

STEPS TO ACCESS
Accounting SYRdparetns s& YWage Reports

Action or Field Name: Data Entry:

Report Drop Down Menu: Wage Withholdings Detall
Year Drop Down Menu: 2016

Date: Month

Paper Tab: Leave as defaulted

Filters Tab: Leave as defaulted
Sorting Tab: Leave as defaulted
OptionTab: Leave as defaulted
Department Tab: Leave as defaulted

Select all items in the grid.
Click on thePrint button.

SIGNATURE PAGE

PRINT SIGNATURE PAGE

STEPS TO ACCESS
Accounting YReports & Statements YSignature P

Action or Field Name: Data Entry:
Date: Select the date of your meeting
Click on thePrint button.
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Chaptebkbesss Common Transaction

HOW DO | POST INVESTMENT TRANSACTIONS?

HOW TO CLOSE AN INVESTMENT

STEPS TO ACCESS
Accounting”A Maintenanceéy Investments

‘HOW TO ADD AN INVESTMENT

Step 1:  Click on theAdd button.

Step 2:  Enter the investmemMiame

Step 3:  Enter the investmemMiumber.

Step 4:  Enter aDescription for the investment.

Step 5:  Select the investmeriype (Treasury Bill, Certificate of Deposit or Other).

Step6: If the investment to be added is a pooled investment, leave the checkmark in the
checkbox besid®ooled investment If the investment to be added is not a pooled
investment, click on the checkbox besiR®moled investmentto remove the
checkmark.

Step7: If the interest on the investment to be added is to be reinvested, leave the selection of
Reinvest Interestmarked. If the interest on the investment is to be posted to the
primary checking account, change the selection by clicking on the button beside
Receipt interest to Primary Checking Acct

Step 8:  Select thPurchaseddate of the new investment.

Step 9:  Select theMaturity date of the new investment.

Step 10: Enter theBank nameand any additional bank contact information.

Step 11: Click on theSavebutton tosave the new investment informatiofSelectingClose
on this step wildl prompt the system to di
Yes will still save the new investment. SelectiNg will exit without saving.
SelectingCancelwill return to the Add Investment form.)

Step 12: Click on theClosebutton to exit the Add Investment form after the new investment
has been savedThe system displays a message in the bottom left coriee éfdd
Investment form to confirthe newinvegment has been savégd.

Step 13: The system displays a message asking whether to prinethénvestment account
report. Click on theYes buttonto print a report similar to the Investment Detalil
report that contains all of the detailed investment inféiona (Click on theNo
button to skip printing the report.)

Step 14: If printing the reporta Print box will be displayed. Click on tiaK button to print
the report. (If the Cancelbutton is selected, the system will simply skip printing the
report.)

Step 15: Next, the system displays a message asking whether to opemubgtment
Transfer form to transfer money into the new investment. Click onYke button
to immediately transfer money from the Primary checking account to the new
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investment in tB system and refer to thdow To Post An Investment Transfer
section of this manual for the sted€lick on theNo button to skip posting a transfer

at this point in time and return to the Investment Maintenance screen. A transfer can

be posted later wer Accountingd Transactions4 Investment Transfer)

CLASS EXERCISE

The buckeye Monument CD matures on 05/02/2016. At the last meeting the trustees decided to
roll the CD over.You will need to let the bank know to roll over the CD then post the following

transaction on the UAN system.

Post the Interest:

B Add Receipt = Eem >
Saource Drates Receipt
Source: 1234015 E Feceipt: OE OZ 20L& El Type: Interest
Purpose: - Deposit: oEsozszole (v Mumber:
Fost: 05702 /2016 E| Total: 5 .00
Lo E
Deposit Ticket: Reinvest @ Receipt to Primary Checking
Dristribution
Receipt Distribution: Distribute proportionally by pooled fund balances AR Support cannat suggest which fund ar account to use for a particular purpose
Fund Account Code Account Name Amount
a9751 9751-701-0000 Interest 22.37' 3
)
( )( )( )( ()
Fiemember D ates
until Farm clases. | Save | | Elose |
B Close Investment EI = || EEm
Auccount Eank
M ame: 1234015 Open Clozed M ame: First Puckewye Bank
Murnber: 1234015 [ Multiple funds [Pocled] g Address:
Dezcription: Buckewe Monument CD
2 Treasury Bil ) Certificate of Deposit 2 Otker
. Contack:
Dretails
. . . A . 5 Phome: [ 1 = Ext:
) Reirnvest interest receipts 83 Receipt interest to Primary Checking &cct
Interest Fiate: | 1_s500 | % Balance: £3,.500. 00 Fax: [ 1
Purchased: 11/29 /72013 TTD Interest: $EZ_ 37 Cloze Type
b abuirity: 05/ 0Z /2016 Total Interest: $91_g28 Transfer balance to Primany Checking &ccount
Clozed: 054022016 El Clozing Price: £3_.500._00 @ Raoll Over balance into a new investment
Fund Hame Amount Invested Current % o
49751 Buckeve Monument Trust Fund $3.500.00 100,00 % ~
Modified: 2/2/2016 at 2:08 Pk by Brutus
1 ofl Close Item | | Close

Created: 12/1/2013 at 2:39 PM by Brutus

Version 2016 Revised 3/2016

Pagell4



UAN Introduction Training: New Fiscal Officer - Accounting Module

Give the CD a new name and update account numbentendst rate and maturity date if
necessary.

Rallower Investment [=]
& [ = 5]

Account Bank.
M ame; EM CD Open Clozed M ame; First Buckeye Eank
Nurber: 1234018 O Multiple funds [Pooled) Address:

Description:  Buckeye Monument CD

) Treasury Eil i%) Certificate of Deposit ) Other
Contact:

Details el

Reinvest interest receiptz @) Receipt interest to Primary Checking Acct i [ ] : St
Interest Rate: | 1. 500 % Balance: $£3,500_00 Fax [ )
Purchased: 05/0Z/2016 YT Interest; $.00
bl turity: 05/02,/2017 E'.:j Tatal Interest: $.00
Cloged: Cloging Price: £.00

Fund Hame Amount Invested Current % i

9751 Buckeye hMonurment Trust Fund $3.,500.00 10000 % ~

Save | | Cloze

One or more fields are invalid, Mouse over (1) icons for details,

HOW TO INCREASE OR DECREASE AN INVESTMENT

STEPS TO ACCESS
AccountingA Transactiongy Investment Transfer

‘ HOW TOPOST AN INVESTMENT TRANSFER

Step 1:  Select thélransfer Type (Primary to Investmertr Invesinent to Primary).

Step 2:  Select thénvestmentaccount.

Step 3:  If the transfer is Primary to Investment, select\Warrant type (Transfer Only, Print
Warrant or Manual Warrant).

Step 4:  Enter theAmount to be transferred.

Step 5:  Select theDate.

Step 6: If the investment isot a pooled investmend Fund number must be selected for the
investment transfer.

Step 7. If the warrant type iPrint Warrant or Manual Warrgnverify and/or modify the
Payee AddressandPurposeinformation for the warran

Step 8:  Click on thePostbutton for the system to proceed in posting the investment transfer.
(SelectingCloseon t his step wil/l prompt the sys
Tr ans ac $eleaing?e8will still allow the investmentransfer to beposted
SelectingNo will exit without posting the transfer. Selecti@gncelwill return to the
Post Investment Transfer form.)
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Step 9: If the warrant type i®rint Warrant or Manual Warrgna Next Warrant Number
form will be displayed. The system antatically defaults th&Jser Selected #o the
next available warrant number in the system; however, it can be changed. Once the
correctUser Selected #s entered, click on th©K button to proceed(Selecting
Cancelwill return to thePost Investment @nsferform.)

Step 10: If the warrant type irint Warrant or Manual Warrant and the User Selected # is
different than the next available nhumper message will be displayed stating the
number of warrants being skipped will be voided. Click onQRebutton to proceed
in printing the warrant.(SelectingCancelwill return to the Next Warrant Number
form.)

Step 11: If the warrant type i®rint Warranta Print box will be displayed. Click on tReint
button to print the investment warraf&electingCancelwill still post the warrant,
but it will not be printed.) The system then displays a message asking if all items
printed successfully. Click oMesto finish posting the investment warran(tf the
warrant did not print successfully, selédd to reissue and print the warrant from the
Investment Transfer Utility screenRefer to theHow To ReissueAn Investment
Warrant section of this manual for the steps.)

Step 12: Click on theClosebutton to exit.

Step 13: If the warrant type iFransfer Onlythe system displays a message asking whether to
print theinvestment transfer report. Click on theYes button to print the report.
(Click on theNo button to skip printing the report.)

CLASS EXERCISE

We need to make a large purchase later this month and our primary checking doesurtt
haveenoughmoneyto cover the expense plus our operating costs so we are going to move
$50,000.00 from our Money Market to our primary checking accodati will need to go to the

bank and post the transaction either by talking to someone at the bank or posting the transaction
online. Then post the following in the UAN system.

§ Paost Inwestrment Transfer IEI = @
Transfer Type Al arrarnl k Status
Primary to lnwestment @ Transfer Onlp
@) |rnwesktment tbo Primarnye Frinik “* arranl 4

Irreestrnent: Meormey Mrlzt EI kA arnual A" arrant

[ etails

Amounk: F50 . 000._ 00 D ate: DS/DZ/ZD_LSIE |

Eost | I LClozse=
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HOW DO | REPLACE A LOST OR DAMAGED CHECK?

STEPS TO ACCESS

AccountingA Utilities A Payment Utility

‘HOW TOREISSUE A PAYMENT

Step 1:

Step 2:

Step 3:

Step 4:

Step 5:

Step 6:

Place acheckmark in the checkbox beside the payment(s) to be reisByaticking

on the checkbox on the left side of the payment number.

Click on theReissuebutton.

The system prompts a message asking whether to void and reissue the selected items.
SelectOK to proceed with voiding and reissuing the selected paymen{8glect
Cancelto exit)

The system displays a box to enter theer Selected #nd theReissue Date (The

next available warrant number and current processing date are pulled into the fields,
but they both can be changedQlick on theOK button to proceed in reissuing the
payment(s).(SelectCancelto exit)

If the User Selected # changedn the prior stepthe system recognizes the number

of warrants being skipped and displays a message that these warrant numbers will be
voided. Click on theOK button to continue with reissuing the payment(s).
(Selecing Cancelwill return tothe Reissue Form.)

The system displays a Print boxClick on thePrint button to print the reissued
payment(s).

CLASS EXERCISE

You received a call frorthe Corner Gas Mathey received theifpril payment and it was
damaged in the maiWe reed to issue eeplacement check.

HOW DO | REFUND A DEPOSIT?

STEPS TO ACCESS

AccountingA Utilities A Receipt Utility

‘ HOW TO ADJUST A RECEIPT

Step 1:

Step 2:

Place acheckmark in the checkbox beside the receipt to be adjubtedlicking on
the checkbox on the left side of the receipt num{2nly onereceiptcan be selected
at a time to be adjusted.)

Click on theAdjust button.
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Step 3: Under the Adjustments tab of the Adjust Receipts screen, ent&utipese for the
adjustment.

Step 4:  Select théDate.

Step 5:  If the receipt to be adjusted is a Standard receipt and a refund warranprietst
click on the checkbox beside tHerint a refund warrant (Refund Warrant tab)
option to place a checkmark in the bokhis will activate the Refund Warrant tab of
the Adjust Receipts screertlick on theRefund Warrant tab to verify and/or enter
the correcpayeeandaddressinformation for the refund warrant.

Step 6: To increase or decrease any of the current reveragiatccode distributions on the
receipt click on theAdjustment amount fieldunder the Receipt Distribution area for
the account code that needs to be adjusted. Next, enter the amount of the adjustment.
(To decrease an accounise a minus sign in frn of the amouny.

Step 7: If the receipt to be adjusted an Interestreceipt and there are additional interest
account codes to add to the receipt that are not already disptdigedon the down
arrow located on the right side of the Fund field to ¢eteeFund/Interest Account
underthe Receipt Distribution area. Continue by following the-sigps below:

Step 7a: Under the Adjustment column in the Receipt Distribution area, enter the
Amount to be receipted for the chosen account code.

Step 7b: Click on the6 | n Rewbt warpw button located at the end of the
di stribution dat aEntemkey on the keywboaodrto pr e s s
add the line of distribution to the receidif any lines of distribution that
were just addedeed removed, cliobn theé De | e t ebutRmlogdied X
at the end of each line.)

Step 7c: If more revenueaccount code distributions need to be added toeibipt
continue by repeating Step&nd all of the sustepsuntil complete.

Step 8: If the receipt to be adjted is Standard oMemo and there are additional revenue
account codes to add to the receipt that are not already disptdiggdon the down
arrow located on the right side of the Account Code field to sele&dbeunt Code
underthe Receipt Distributin area. Continue by following the ssteps below:

Step 8a: Under the Adjustment column in the Receipt Distribution area, enter the
Amount to be receipted for the chosen account code.

Step 8b: Click on the6 | n Rewbt w@rpw button located at the end of the
di stribution dat aEntemkey g the keywboaodrto pr e s s
add the line of distribution to the receigif any lines of distribution that
were just addedeed removed, click ontiéeD e | e t ebutRmlogdied X
atthe end of each line.)

Step 8c: If morerevenueaccount code distributions need to be added toetbwipt
continue by repeating Step@&nd all of the sustepsuntil complete.

Step 9: If the receipt to be adjusteid a Memo receipt the charges on theeceipt can be
adjusted by under the Memo Charges tab. Click onMkeeno Charges tabto
display the current charges on the Memo receif.increase or decrease any of the
current appropriation account code distributions on the recgeiglick on the
Adjustment amount field for the account code to be adjusted and enter the amount of
the adjustment(To decrease an accounise a minus sign in frb of the amount.

Step 10: If the receipt to be adjusted a Memoreceipt and there awdditional appropation
account codes to add to the Memo Charges area that are not already disptayed,
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Import Purchases button can be used to import the charge distribution information
from an open and available purchase order that is to be used for the memo receipt.
Click on thelmport Purchase button (located below the Dates section) and follow
the substeps below:

Step 10a: Select the purchase ordgype (All, PO Regular, PO Then and Now, BC
Regular or BC Super). The system defaults the field to All.

Step 10b: Sekct the purchase ordsiumber.

Step 10c: To import the Purpose information, click on the checkbox beside the
Purposefield.

Step 10d: The system automatically selects to import the Location information, if the
vendor has multiple locations and the Looatifrom the purchase order
should not be imported, unselect it by clicking on the checkbox beside the
Location field.

Step 10e: To import the Distribution information, click on the checkbox besialeh
line of Distribution that is to be imported.(If all lines of Distribution
needimported,simplyclick on the checkbobcated in theitle bar of the
Distribution area b automatically seleall lines of Distribution.)

Step 10f: Click on thelmport button. (SelectingCloseon this step will prompthe
system to display a messa¥Xeswilédtll mpor t
import the information. Selectingo will exit without saving. Selecting
Cancelwill return to the Import Purchase Order form.)

Step 10g: If additional purchase order infoation needs importedepeat Step 10
(and all of the suisteps again.

Step 11: If the receipt to be adjusted a Memo receipt and there ardditional appropriation
account codes to add to the Memo Charges area that are not already disptayed,
charge distribution can beanually entexd by following the suksteps below:

Step 11a: Click on the down arrow located on the right side of the Type field to
select theType of chargethat will be used.If the Distribution line was
imported theType of charge cannot be modified.

Step 11b: If the type is PO or BCthen under the Memo Charges actiek on the
down arrow located on the right side of the PO/BC Number field to select
the PO/BC Number. If the Memo Chargéine was importedthe PO/BC
Number cannot be modified.

Step 11c: Click on the down arrow located on the right side of the Account Code
field to select théAccount Code If the Memo Chargdine was imported
the Account Codecannot be modified.

Step 11d: Enter theAmount to be chargd to the chosen account codéthe Memo
Chargeline was importededit theAmount if needed.

Step 11e: Click on thedo | n SRewdt u p  huttan dovated at the end of the
di stribution dat aEntemkey on the keywboaodrto pr e s s
add the line of distribution to the memo receip(If any lines of
distribution need removed, click on tlieD e | e t e but®wolecéated 4t
the end of each line.)

Step 11f:. If more memo charge distributions need to be added to theeeipt
continue by repeating Step fdnd all of the sulstep3 again.
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Step 12: Click on thePostbutton for the system to proceed in posting the receipt adjustment.
(SelectingCloseon t his step wildl prompt the sys
Changes ? 0 .Yeswilbstlll akow the adjgstment to be posted. Selectiw
will exit without posting the adjustment. Select@ancelwill return to the Adjust
Receipt form.)

Step13: If the receipt being adjusted is a Standard receipt and a refund warrant was selected to
be printed a Next Warrant Number form will be displayed. Follow the stdieps
below to complete printing the refund warrant:

Step 13a: The system automaticallgefaults theUser Selected #to the next
available warrant number in the system; however, it can be changed.
Once the corredtser Selected #s entered, click on th®K button to
proceed(SelectingCancelwill return to theAdjust Receipts scregn

Step 13b: If the User Selected # is different than the next available nynaber
message will be displayed stating the number of warrants being skipped
will be voided. Click on th©K button to proceed in printing the warrant.
(SelectingCancelwill return to the Next Warrant Number form.)

Step 13c: Next, the system displays a Print box. Click on Pt button to print
the refund warrant.

Step 14 For all other receipt adjustments (no refund warrant to be printed), the system
displays a message asgiwhether to print thadjustment report. Click on theYes
button to print the report(Click on theNo button to skip printing the report.)

Step 15 If printing the reporta Print box will be displayed. Click on tkK button to print
the report. (If the Cancelbutton is selected, the system will simply skip printing the
report.)

Reminder  The total adjustments amount cannot equal zero. The total adjustments must

change the revised total for the receipt.

Reminder: Refund warrants cannot be reissued. However, they can be voided by using the
OReverse the refund warrantMnewefundon un
warrant can then bgenerated using the same steps that were used to create the
original refund warrant

CLASS EXERCISE

The park manager called and told us that we need to refund the shelter house rent#l 4éceipt
2016because the party was cancelldthe check should be written to Sunset Riding School.
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E= Adjust Receipt

Source Dates Feceipt
Source: Sally Fay, Park & Recreation Dirsctor Fieceipt: 04/05/2016 Type: Standard
Purpose: Shelter House PRental - Deposit: 04082016 Mumber: a5—z0ols
Park Beceipt #50016 .
Fost: D4/0572016 Original T atal £lg0.00
- Clearsd: Adijusted s .00
Dieposit Tickar: 12 Current Total $150. 00
Adiustrnents R efund "/ arrant
Furpose Rental Canceled - Diate: 05/02/2016  [=] Adjustments: s oo
| Print a refund warrant [Befund W arnant tab) Rewvised Total: $150. 00
- OO0 Reverse a refund warrant
FReceipt Distribution:  <<< 1| Adjustments to existing lines must be entered directly on the existing lines | >>>
Account Code Account Mame Current Amount Adj it Revised A
2171-g02-0000 Rentals and Leases $150.00 -150.00| $150.00
Modified: 4/5/201E at 3:30 FPM by Brutus
1 of1 [ Fost | [ Close

Created: 4/5/201E at 3:27 Pk by Brutus

B Adjust Receipt

Source Dates
Source: Sally Bay, Park & Recreation Director FReceipt: 04/05/2016
Purpose: Shelter House Rental 7 Dieposit: O4s05s2016
Parlk Receiprs #50016
Fast: 04,05/,201&
- Cleared:

Deposit Ticker: 12

Adjustments Refund “»farrant

Papee:  Sunsst Riding School

Address: 122 Main St

Buckeye Town OH 43215 -

Modified: 4/5/2016 at 2:20 P by Brutus

& & Created: 4/5/2016 at 3:27 P by Brutus

Version 2016 Revised 3/2016

Receipt
Type:
Mumber:
Original Tatal:
Adjusted.

Current Total:

Scandard

4a5-z0ols

$150._ 00

.00
#1550 00

Fost

| | Close
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WHAT SHOULD | DO WHEN | RECEIVE A NEW TYPE OF
REVENUE?

The fire department applied aneceived agrant from thebright light company to purchase new
flash lights.

HOW TO OPEN A NEW REVENUE ACCOUNT

STEPS TO ACCESS

AccountingA Maintenanced Revenue Accounts

‘HOW TO ADD A REVENUEACCOUNT

Step 1:
Step 2:

Step 3:

Step 4:

StepS:

Step 6:

Step 7:

Click on theAdd button.

Select the~und number for the new revenue accobmtclicking on the down arrow

on the right hand side of the fund field.

Select theCost Centernumber for the new revenue accobwtclicking on the down
arrow onthe right hand side of the cost ceriteld.

Select theRevenue Account(sjo be activated by clicking on the checkbox to the left

of the revenue account number(s). A checkmark will be placed in the checkbox for
those revenue account nbers that have been selecte@o unselect an account
number, simply click on the box to remove the checkmark.)

If the revenue account i® be assigned to department(s), place a checkmark next to
one or more of the departments underDepartments list. Note this option is only
available when Department Segregation is active in the Entity Setup area and is
usuallynot applicable for the majority dJAN customers

Click on theSavebutton to activate the new revenue account(SekctingCloseon
this step wildl prompt the system ¥es di spl
will still allow the new revenue accounts to be activated. Selettmgill exit
without activating the new revenue accounts. Sele@amelwill return to the Add
Revenue Account form.)

Click on theClose button to exit the Add Revenue Account form after the new
revenue account(s) has been sav@dhe system displays a message in the bottom left
corner ofthe Add Revenue Account fotm confirmthe newrevenue account has
been savejl.

CLASS EXERCISE

Add the donations line item in the General fund.
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E Add Revenue Sccount EI@

Fund: ZJ.SJ.EI Fire & EMS Lewy Departments: Department Segregation must be active in Entity Setup

Cost Center DDDDEI Mame
Adrministration

FRevenues: LAk Support cannot suggest an account to use for a particular purpoze. Fire & ERS
hdaintenance

Revenue ot
Humber
538 Local Publicworks Commizsion
591 Intergovernrmental Receipts (Maon-State and Mon-Fe...
592 kotorWehicle License Tax - County Levied

599 Other- Other Intergovernmental

Revenue Name

G601 Special Assessments

99 Other- Special Azzezsments

01 Interest

789 Other- Earnings on Investments

202 Rentals and Leases

803 Contributions

204 Sale of Cemeterny Lots

805 Cther Local Grants {not from another government)
206 Froceeds - Sale of Forfeited Propery and Seized Co...
807 Favmentz in Lieu of Taxes

208 Rovalties -

m

OO0OROOOOOOOOOoO O

l Save J l Llose I

HOW TO POST THE RECEIPT

CLASS EXERCISE

Deposit the money at the bank and Post the receipt in your UAN system.

B Add Receipt f=le =]

Source Dates Receipt
Source: Eright Light Company E| Receipt: | ossozsznle Iz‘ Type: Standard
Pu[pose: Grant to purchase flashlights for fire - Deposit: OE/0Z 2016 lz‘ MNurnber:

EsnSnEushtL Post: o5/02/2016 v Tatal: #1,000.00

@ L

Deposit Ticket:

Distribution
Receipt Distribution: UAM Support cannot suggest which fund or account bo use for a particular purpoze.
Account Code Account Name Amount
2191-805-0000 Other Local Grants {notfrom another government) $1.00000 3¢

( =) ) 0

"] Remember Dates I
until form closes.

Save I I LClose J
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REQUEST AN AMENDED CERTIFICATE

You will need to send a request to the county auditor to increase your amended certificate.

HOW TO INCREASE REVENUE BUDGET

E‘ Add Supplemental Rewvenue Budget IEIIEI
Fund: | zi1s1 Fire & EMS Lewy
Current Year Budget Supplemental Revizsed CY Revised Budget
S S.ccouny Sccountbame Final Budget Balance (+7-) Final Budget Balance
2191-101-0000 General Froperty Tax - Real... $221.000.00 $221.000.00 $0.00 $221.000.00 $221.000.00
2191-201-0000 Contracts for Fire Services $95.000.00 $71.276.00 $0.00 $95,000.00 $71.276.00
2191-535-0000 Froperty Tax Allocation $95.00 $95.00 $0.00 $95.00 $95.00
2191-539-0000 Other - State Receipts $0.00 $0.00 $0.00 $0.00 $0.00
2191-801-0000 Gifts and Donations $0.00 $0.00 $0.00 $0.00 $0.00
2191-805-0000 Other Local Grants (not fro... $0.00 -$1.000.00 $1.000.00 $1.000.00 $0.00
Current year final revenue budget: £316,035_ 00 Purpoze: -
Revized cument pear final revenus budget: $317.025. 00
Resources awvailable for appropriation: ﬁ $£4Z9 ,4E7 .75 -
Current »ear final appropriation: £390,750.00
Effective date:
Resolution:
[T] Apply as comection [to correct ranscription errors or omissions anly]
1 afl D Modified: 12431/2015 at 1:59 Pk by Brutus
S e Created: 12/31/2015 at 1:59 PM by Brutus Sove | [ Close |

ADOPT SUPPLEMENTAL APPROPRIATIONS

Have the board adopt Supplemental Appropriations.

NOTIFY COUNTY AUDITOR OF APPROPRIATION CHANGE

Notify the county auditor that you have adopted supplemental appropriations.

HOW TO INCREASE APPROPRIATIONS
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B Add Supplemental Appropriation Budget E@
Fund: z191 Fire & EMS Lewy
Current rear Revised CY Revised -
Account Code Account Hame Final Un%n(i"mbe'ecl Supplemental Final Unencumbered
A iation sance t+4- Appropriation Balance
ppropria pprop
2191-220-322-0000 Garbage and Trash Rem $1.800.00 $0.00 $0.00 $1.800.00 $0.00
2191-220-323-0000 Repairs and bdaintenance $12.340.00 $8.340.00 %0.00 $12.340.00 $8.340.00
2191-220-341-0000 Telephane $2.000.00 $0.00 $0.00 $2.000.00 $0.00
2191-220-351-0000  Electricity $32.600.00 £0.00 %0.00 $3.600.00 %0.00
2191-220-352-0000  “Water and Sewage $1.200.00 $0.00 $0.00 $1.200.00 $0.00
2191-220-353-0000  Matural Gas $7.000.00 $0.00 $0.00 $7.000.00 $0.00
2191-220-360-0000 Contracted Services $10.000.00 $7.500.00 %0.00 $10.000.00 $7.500.00
2191-220-3282-0000  Liability Insurance Premi._.. $7.000.00 $0.00 $0.00 $7.000.00 $0.00
2191-220-410-0000  Office Supplies $650.00 $135.00 %0.00 $650.00 $135.00 =
2191-220420-0000 Operating Supplies $7.200.00 $4.400.03 $1.000.00 $68.200.00 $5.400.03
2191-220-510-0000 Dues and Fees $600.00 £0.00 %0.00 $600.00 %0.00
2191-230-370-0000  Paymentto Another Paliti... $50,000.00 $33.000.00 $0.00 $50.000.00 $33.000.00
2191-760-740-0000  hkdachinern:. Equipment a $60.000.00 $60.000.00 $0.00 $60.000.00 $60.000.00 -
Current year final revenue budget: £317.,095.00 Purposze: -
Resources available for appropriation: 9 24F9 457 7E
Current year final appropriation: $390,750_ 00 -
Fevized current year final appropriation: $391,750. 00
Effective date:
Fesolution:
Apply as correction [to correct transcription errors or omissions only)
Modified: 412016 at 5:17 Phd by Brutus
1ofl Save | | Close

Created: 12/31/2015 at 12:05 P by Brutus

HOW TO AUTHORIZE THE PURCHASE FLASHLIGHTS

B Add Purchase Order

=S e =5

“endaor D ates FPurchaze Order
Wendaor: Office Supply World E| lzgue: 05/05/2016 El Type: PO Becular
Location: Accounts Payable El E xpires: El MNumber:
2zZ Paper Driwve Certified: 05/05/2016 E| Total: $1,000.00
Urdistribiwted: $0_00
Columbus 0OH 432Z:Z8 -
Dretail /# Distribution Additional |
Detail:
Requisition # Quantity Unit Description Unit Price Sub Total
10.00 Flashlights $100.000 $1.000.00 3¢

(

)(

)

J)(

)

)

until form clozes.

Distribution: Distribute Equally Uak Support cannot suggest which fund or account to uge for a particular purpoge.
Account Code Account Hame Amount
2191-220-420-0000 Operating Supplies $1.000.00 3¢
( =)( )( $0.00)
Femember D1ates | o | | Clase

Now and only now can the fire chief place the order for the new flash lights.
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